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CURRICULUM DEVELOPMENT WORKSHEET

0) Your DUTY is: Prepering the Wort Area

69 Your TASK is to: aean the Work Area
armArtuswerroralloormarrimar

(3) You will use (Tools and Equipment):
Glass Cleaner, Broom, Cleanser, Soap/Detergent,
Mop and Bucket

ammummotawwwww/hwwwwwwwwwwaffirmnewsmvpmmoort
(1) Pre-Test Description:

(13) References and Resources:

11=11111111111/mmr,
(6) You will be successful when (Criteria):

The work area is cleaned and sanifized according to employrt's
specifications.

3 items for each communicatke skill, written items for the task and a performance test.

Learner Activities:

1. Take Pre-Test

2. Read Introduction

3. Discuss Introduction

4. Observe Demonstration

5. Discuss Procedure

a. Windows & Shelves

b. Floors

c. Counters

6. Practice Procedure

7. Take Post-Test

Teacher Activities:

1. Give Pre-Test

2. Allow students to read introduction

3. Introduce task through lecture/
discussion

4. Provide a demonstration

5. Provide each student ample
opportunity to practice the task

6. Provide ample supervision and
feedback

7 . Provide for questions and answer
session

8. Give Post-Test

1(10) Materials Needed:

Laboratory Simulation

Transparencies

(II) Related Instruction:
(Prerequisites)

Communication Skills:

L13, 15, 17, 18, 20, 27, 37,
43, 46

Attitudes:

Dependability
Initiative

(12) Post-Test Description: Same as Pre-Test

0 1911O Los Angeles Unlied School Distdet Or0M3 CO
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LEARNING MODULE

,,...................

Duty : Preparing the Work Area

Task: Clean the Wolk Area

Pre-Test

1. Sanitizing or cleaning prevents the spread of:

a. dirt
b. soil
c. food
d. germs

2. Which of the following is a deux sign that a business
is clean and sanitary?

a. the food service worker's appearance

b. the number of customers who are served

c. reasonable prices

d. the order of equipment

3. When someone cuts their hand, what should you do?

a. use ice packs and dress

b. run under cold water and dress

c. apply direct pressure, clean, and dress

d. run under warm water and dress

4. Food service businesses are rated by health inspectors.
What is the highest and most desirable rating?

a. A
b. B
c. I

d. II

5. Which of the following is the best definition of sanitation?

a. safeguarding people's health through cleanliness

b. harmful bacteria in foods

c. a chemical that las harmful animals and bugs

d. illness caused by poisons

Notes

The pre-test includes 3 items for

each communicafion skill.

Answers:

1. d
2. a
3. c
4. a
5. a
6. b
7. c
8. c
9. a

10. b

Learners can "test out" of any

communication or computation

skill if they answer 2 of the 3 items

tlcorrec y.

1989 Lo , Anzeles Unified School District i SD 0186 CO



LEARNING MODULE ,

.,...,., . ..._
Duty: Preparing the Work Area

Task: Gean the Wolk Area

Pre-Test

6. Cleu-Ang out the storeroom without being told is an
example of:

a. loyalty.

b. initiative.

c. dependability.
.

d. thoroughness.

7. Following instructions exactly is an example of
which of the following characteristics?

a. tactfulness

b. loyalty

c. dependability

d. self pride

8. Standards for sanitation in food service are established
and enforced by laws known as:

a. D.S.S. rules.

b. R.D.A.

c. sanitary codes.

d. California Departme nt of Health Regulations.

9. Which are pests that are a bother to food service businesses?

a: roaches

b. fleas

c. ticks

d. rnice

10. The science of cleanliness is known as:

a. deodorize

b. sanitation

c. sanitizes

d. disinfected

Notes

.

.
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LEARNING MODULE
..

Duty: Pre Paring the Work Alta

Task: Clean the Work Area

What: (Performance ONective)

You are preparing the work area

You will clean the work area

You may need to use glass cleaner, brooms, cleanser,

soap/detergents, mop and bucket

When: (Criteria)

You will know that you have successfully completed

this task when you have cleaned and sanitized the work

area according to your employer's specifications.

Why:

The work area must be cleaned to:

1. prevent the spread of germs.

2. comply with local and state sanitary codes.

3. keep the food service business open.

Notes

es Unified School DIstrict 3
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LEARNIOG moans

Duty: Pre Paring the Wca Area

Task: Clean the Work Area

Introduction:

Cleanliness is very imporunt to the food service industry.

Notes

Define "cleanliness."

Discuss local and state health
departments, who they are, and

eir sponsibility is to thewhat th re
public.

Discuss how food service
establishments can be closed
when found to be unsanitary by
health department officials.

Discuss how disease can be
spread when facilities are
unsanitary.

Discuss the roach in food service
establishments . . . draw parallel
to pests in the home.

Describe sanAary codes.

Explain who local and state
health departments are.

Describe the rating scale
mentioning that it goes from "A"
to 1)" with "A" being the top
rating.

Local and state health departments inspect food service

businesses regularly and have the power to shut them down

if they are not clean and sanitary.

The science of cleanliness is known as sanitation.

Sanitation is to protect peoples' health through cleanliness

which prevents the spread of germs. The most common

canier of germs in food service businesses is the roach.

Local and state public health departments establish

standards for sanitation in the food service industry. These

standards are known as "sanitary codes." Local and state

health departments rate food service businesses by sanitary

codes. A rating of "A" is the best.

A good sign of cleanliness can be the food service

worker's appearance. The food service worker should take

the time to be clean without being told. Cuts and bums

should be treated quickly and care taken to prevent infection.

Cleaning the work area is therefore an important task.

A dirty or unsanitary work area can add to the spread

of disease and cause the business to be shut down. The

food service worker needs to be dependable by following

sanitation directions accurately.

When cleaning the wcrk area, you will need to:

1. Remove unnecessary items
2. Clean surfaces

1989 Los Anseles Unified School District 4
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WONG &IODIZE

Duty: Preparing the Work Area

Task: Clean the Work Area

Demonstration:

Observe the demonstration on cleaning the work area.

Observe that each of the following steps was completed.

The person doing the cleaning:

1. removed unnecessary items.

2. cleaned surfaces.

198461-1. 9 Anseles Unified School District

Notes

Demonstrate the task.

Advise learners the they should

take notes in MOM specific detail

than the two steps. Demonstrate

one of the tasks described in the

"Instruction" section which

follows.

5 TSD 0186 CO
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LEA:iiiiING MODULE

Duty: til_ e Ns_york Area

Task: aelta the Wcak Area

Instruction-

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction.

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
prncedures:

TASK: Wash windows and glass shelves.

SUB-TASKS:

1. Remove display items from shelves.
2. Spray cleaning solution on glass.
3. Take dry cloth and wipe glass dry avoiding streaks.
4. Return items for display.

TASK: Clean floors.

SUB-TASKS:

1. Start in one corner and sweep toward center of room.
2. Sweep with a smooth stroke so dirt won't scatter.
3. Pull chairs out and sweep under tables.
4. Move plants and trash cans.
5. Sweep dirt into pile and then into a dust pan.
6. Dispose of dirt.
7. Fill mop bucket with clear hot water and add

disinfectant.
8. Thoroughly wet mop and wring dry.

TASK: Clean Countess.

SUB-TASKS:

1. Clean counters of all items.
2. Scrub counter using cleanser.
3. Rinse counter.

6. Practice the procedure.

7. Take the Post-test.

IIIIIMMIP.

Notes

1. Give the pre-test. Explain that
a person can "test out" of
communication units by passing
2 of 3 items for that unit.

2. Allow learners to read die
introduction. Discuss what
they have read.

3. Provide a demo for perforning
the task. Use more specific
procedures than the two listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Alkw the learners to consida the
three tasks described and discuss
the differences when working on
floors, windows, or counters.

5. Provide ample opportunity for
the learner to practice the task. .

6. Provide ample time for
supervision and feedback.

7. Provide for a question and
answer session.

8. Give the Post-test.

0 1989 Lae Angeles Unified School District
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LEAtitiiNG MODULE

Duty: Area

Task: Clean the Wotk Area

Practice:

Your instructor will allow you to practice the task, Clean

the Work Area. Practice one of the tasks described in the

instruction section of this module. Be sure to complete each

step.

Your instructor will be watching to make sure you dc the

job right Your attitude is very important and a good attitude

will result in a job well done

Begin your practice.

1111

Notes

Provide setting for performing

the task given all three situations.

Supervise the learners to make

sure they perform all the steps.

Carefully observe. Be helpful.

Allow practice until you feel

learners have developed skills,

will take initiative when performing

the task and are dependable.

0 1989 Los Angeles Unified School District 7 D 0188 CO
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LEAENING MODULE ,.

.v "
Duty: Preparing the Work Area

Task: Clean rhe Work Area

Post-Test

The post-test is the same as the pre-test.

'I teed to answer 2 of the questions correctly for each

communication skill. If you cannot do this, you will be

provided additional instruction and practice.

You must answer all questions for the task to successfully

complete this module.

After surcessfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you can go on to the next module.

Notes

To successfully complete, the

learner must pass each

communication skill.

The learner must perform the task

competently demonstrating

application of knowledge, safety,

and procedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gain acceptable

proficiency.

z.......
Ufl1flI 5thool UM=
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CURRICULUM DEVELOPMENT WORKSHEET

(3) Your DUTY Is: Papering the Work Alte

(4) Year TASK Is te: giock supplies

(13) References and Resources:

CO Yee will use (Tools and Equioment): Knife 09 You will be successful when (Criteria):
Supplies are stocked, organized, handled and in quantities
specified by the employer.

Learner Activities: Teacher Activities: (w) Materials Needed: (ti) Related Instruction:
(Prerequisites)

I. Give Fe-test

2. Introduce the task
through lectureAliscussion

3. Provide a demomtration

4. Provide each student
ample owortunhy to
practice the task

5. Provide ample supervision
and feedback

Laboratory Simulation

Transparencies

Communication Skills

L3, 10, 13, 15, 17, 18, 20, 27,
37, 43, 46

Computation Skills

MI, 3, 4, 5

Attitudes

Responsibility
Examine (accepting)
Practice safety

7. Give post-test

0 1909 Los Angeles Unshod School Wino
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LEARNING MODULE !

Ii=11IiMIIMNIOMMOYYMIOdasa../1.11miimbimigNOIMORMIttMyosimidd

Duty: PreParing the Wcrk Ara

1101111001

Task: Stock Supplies

,

Pre-Test

1. Which of the following is NOT important when stocking

supplies?

a. inventory what is needed

b. count inventory

c. get inventory

d. place items in proper location

2. Stocking supplies is important to the:

a. Customer.

b. business.
c. neither the customer or the business.

d. both the customer and the business.

3. A well-prepared work area will make sure that there is:

a. better service.

b. a messy appearance.

c. clean plates.

d. a better inventory.

Notes

The pre-test includes 3 items for

each communication and

computation skill.

Answers:

1.

2.

3.

4.

5.

6.

7.

8.

Learners can "test out" of any

communication or computanon

skill if they answer 2 of the 3 items

CorreCt.

0 1989 Los Anodes Unified School Disnict
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LEARNING .rdpntrix

Duty: Pre Paring the Work Arca

Task: Stock Su li

Pre-Test

4. A well managed business would be one that:

a. rotates stock yearly.

b. orders supplies when inventory is out.

c. keeps an adequate inventory.

d. cleans shelves yearly.

5. When using a Jaffe, always cut:

a. toward your body.

b. with both hands.

c. with two people around.

d. away from your body.

111=r0
Notes

0 1989 Las Angeles Unified School trict 2 TSD 0168 CO
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LEARNINO MODULE, ,

Duty: Preparing the Work Area

Task: Stock Supplies

Pre-Test

6. Who should be responsible for stocking supplies?

a. stock person

b. customer

c. manager

d. supervisor

. Which of the following would not be a "work .--rea" for

a stock person?

a. salad bar

b. serving table

d. parking lot

d. kitchen

Notes

...-...-- ------.-......--...
trict 3



'RAINING MODULE

Duty: PreparingtheWorkArea

Task: Stock Supplies

What: (Performance Objective)

You are preparing the work area

You will stock supplies

You may need to use a knife

When: (Criteria)

You will know that you have successfully completed

this task when you have stocked supplies in the quantities

specified by the employer, when you have handled the

supplies carefully and safely, and when they are organized

and neat.

Why:

Supplies must be stocked so:

1. the customer can better be served.

2. the business operates in a more productive way.

Notes

Explain "duty"

Explain "task"

Use transparency

Explain the criteria may vary

from employer to employer.

Use transparency

Explain that service and image

are important

Use transparency

0 1989 Los Angeles Unified School District 4 TSD 0168 CO



LEARNING MODULE ...

Duty: PreParing the Wc'ek kea

Task: Stock Supplies

Introduction:

To do any job well requires the work area to be

prepared in the COTTeCt way. In the food service business,

it is upsetting to customers to have to wait for eating Utensils

(forks, knives, spoons), condiments (salt, pepper, catsup)

or service because of poor preparation.

Stocking supplies is an important task when preparing

the work area. Well stocked shelves are a convenience to

both the customer and business and provides a picture of

a well managed operation.

When stocking supplies, you will need to:

I. inventory what is needed

2. get the needed items

3. place thp items in their proper location

If you have any questions when stocking supplies, talk

to your supervisor.

Notes

Discuss the following:

1. What is a work area?
.

2. Safety practices.

- using a knife correctly,
etc.

3. What is inventory?

1989 Los Angeles Unified School District 5 TSD 0167 CO



EARSNG MODULE

Duty: the Work Area

Task: Stock Supplies

Demonstration:

Observe the demonstration on stocking supplies. Observe

that each of the following steps was followed.

The stock person:

1. inventoried the supplies that were needed.

2. went to the place where the stock was kept
and got the items that were needed.

3. placed the items neatly where they were
supposed to be.

List in the "Notes" column additional things you observed

that will help you learn to perform the task.

Notes

Demonv:Ate the task.

Advise learners that they should

take notes on things they observed

that will help them perform the

task.

19 geles Umfied School District 6 TSD 0168 CO
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, LE-4,0* MODULE
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Duty: Pre Patin the Work Area

Task: Stock Supplies

Instruction:

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction.

4. Obsave the demonstration.

5. Discuss the demonslation and the following specific
procedures:

TASK: Store food and supplies.

SUB-TASKS:

1. Obtain bills and check the manager's bill against the
supplier's bill.
NOTE: Be sure that all bills match (numbers, prices,
business name and list of items).

2. Begin storing merchandise as soon as it is checked.
3. Refrigerate food that can spoil.
4. Store cases on wooden pallets or shelves.
5. Open cartons and place cans, napkins, straws, etc.

on shelves.
NOTE: Be sure new items are put behind old items
so old items will be used first.

6. Place frozen foods in the freezer.

6. Practice the procedure.

7. Take the post-test.

Notes

1. Give the pre-test. Explain that
a person can "test out" of
communication and computation
units by passing 2 of 3 items for
that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task. Use more specific
procedures than those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
task as described and discuss
the differences.

5. Provide ample opportunity for
the learner to practice the task.

6. Provide ample time for
supervision and feedback.

7 . Provide for a question and
answer session.

8. Give the post-test.

0 1989 Los Angelo Unified School District
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LEARNING MODtliE

Duty: Pre Paring the Work Area

Task: Stock Supplies

Practice:

Your instructor will allow you to practice the task, Stocking

Supplies. Practice the task described in the instruction section

of this module. Be sure to complete each step.

Your instructor will bt: watching to mh.e sure you do the

job right. Your attitude is very important and a good attitude

will result in a job well done.

Begin your practice.

Notes

Provide setting for performing the

task. If possible, provide more

than one situation.

Supervise the learners to ensure

they perform all the steps.

Carefully observe the learners.

Be helpful.

Alkm practice until you feel

learmers have developed skills,

will take initiative when performing

the tasks and are dependable.

19 9 Los Angeles Unified School District
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Z RNING..MODIDLE ,

. ,. .,.......___
Duty: Preparing the Work Area

Task: Stock Supplies

A---,..
Post Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication or computation skill. If you cannot do this,

you will be provided ndditional instruction and practice.

You must answer all questions for the task and all Jafety

questions to successfully Implete this module,

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perfam the task, you can go on to the next module.

Notes

To successfully complete, the

learner must pass each

communication and computation

skill.

The learner must perform the

task competently demonstrating

application of knowledge, safety,

and procedure skills.

Learners with weaknesses need

to be counseled to repeat those

areas until they gain acceptable

proficiency.

.attliri .......... I ,..:c.... C.., ......=: . Tcn m ito cr

2 7



LGreet the Custom

28



ClURSCULUM DEVELOPMENT WORKSHEET

0) Your DUTY ic Serving ihe Customer (13) References and Resources:

le Your TASK is to: Greet the Customer

(6) You will be successful when (Criteria):

The customer was greeted according to the employees specifications.

0) Yon will use (Tools and Equipment):

(l) Pre-Test Description: .

3 items for each conanunication skill, written items for the task and a performance tat.

(11) Related Instruction:
(Prerequisites)

Communication Skills:

L1,7,11,12,20,27,39,40,41,
43,44,46

Auitudes:

Smiling
Courtesy

30

Learner Activities:

1. Take Pre-Test

2. Read Introduction

3. Dimes Introduction

4. Observe Demonstration

5. Discuss Procedure

a. Walk-in
(or with reservation)

b. Telephone

6. Practice Procedure

7. Take Post-Test

29

Teacher Activities:

I. Give Pre-Test

2. Allow students to read introduction

3. Introduce task through lecture/
discussion

4. Provide a demonstration

5. Provide each student ample
opparumity to ;notice the task

6. Provide ample supervision and
feedback

7. Provide for questions and answer
session

8. Give Post-Test

(to) Materials Needed:

Laboratory Simulation

Transparencies

(n) Post-Test Description: Same as Pre-Test

0 1909 Los Moles Unalted cchool Otstnct
'ISO 0192 CO



LEAMIN6 \MODM

Duty: Serving thc Customer

Task: Greet the alstmer

Pre-Tert

1. How often should food service workers wash their hair?

a. daily

b. once a week

c. as often as needed

d. twice a week

2. Which of the following best describes how a food service
worker should act when greeting a customer?

a. frowning

b. concerned

c. smiling

d. thoughtful

3. Assist the customer with coats and packages when they are:

a. leaving.

b. being greeted.

c. arriving.

d. being seated.

4. Before seating customers, be sure to ask if they:

a. wish a smoking or non-smoking section.

b. have any money.

c. will be having a full meal or just coffee.

d. have had a good day.

5. You should identify the business and yourself when the
customer:

a. arrives.

b. leaves.

c. orders.

d. telephones.

Notes

The pre-test includes 3 items for

each communication skill.

Answers:

1. c

2. c
3. d
4. a
5. d
6. b
7. b
8. a
9. b

10. d
11. a
12. a

Learners can "test out" of any

communication skill if they answer

2 of the 3 items correctly.

1989 Los Angeles Unified School District 1 TSD 0193 CO

3 1



101.11111MIMPINIIIIIIIIIIWMIMINIMIIIIMMIN=MORI.

LEARNING. MODULE

Duty: Serving the Customer

Task: Greet the Customer

Pre-Test

6. When serving a customer on the telephone, you should:

a. always answer before the fifth ring.

b. use a natural voice.

c. put the customer on "hold" to appear like you're busy.

d. don't answer if you are serving another caller on

another line.

7. When serving a customer on the telephone, it is important to:

a. use abbreviations to save time.

b. record all of the needed information.

c. t Ak quickly.

d. talk softly so you appear relaxed.

. Which of the following is most important when serving a
customer on the telephone?

a. courtesy

b. eye contact

c. smile

d. personal hygiene

9. A "walk-in" customer is one that:

a. telephones in an order and then walks-in to get it.

. b. comes in unannounced for service.

c. makes a reservation.

d. picks up an order for another person.

10. When seating a customer, always:

a. give them an ash tray.

b. take their hats.

c. make sure there are condiments on the table.

d. present them with a menu.

Notes

.

é 1989 Las Angeles Unified School District 2 TSD 0193 CO
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Duty: Ser._ jvin the Customer .

Tasio_ Greet the Customer

111101011016.1110111111111111101101011101101...T.,...11..11,

Pre-Test

11. How should menus be placed in front of each guest?

a. from the left with the left hand

b. from the left with the right hand

c. from the right with the right hand

d. from the right with thl left hand

12. When seating customers, you should first pull out:

a. the lady's chair.

b. the first person's chair.

c. the chair for the host.

d. all of the chairs.

Notes

3 TSD 0193 CO



'..'s EARNING MODULE .
..ii........................

Duty: Serving the Customer

Task: Greet the Customer

What: (Performance Objective)

You are serving the customer

You will greet the customer

You may need to use menus, save water and other

things that wir satisfy the immediate needs of the

customer.

When: (Criteria)

You will know that you have successfully completed

this task when you have greeted the customer according

to your employers specifications.

Why:

The customer must be properly greeted to:

1. prepare for further serv'..ce.

2. reflect a positive image of the business.

3. encourage repeat business.

Notes

.
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Introduction:

Greeting the customer is very important. A first impression

can be a lasting impression. A proper and friendly meting can

keep a customer coming back.

In the food service business, you can greet the customer

either as a "walk-in" customer or over the telephone. A walk-

in customer is one who comes to your business for service with

or without a reservation. A telephone customer could be making

a reservation or placing an order.

You should be properly groomed according to your employer's

requirements and address the customer with a smile and in a

friendly way. If greeting the customer over the telephone, you

should be courteous, helpful, and friendly.

You should assist walk-in customers when they are being

seated. You should inquire whether they wish a smoking or

non-smoking section. If assisting with seating, always help

a lady first. You should also help to store coats and other

belongings.

When presenting a menu, always present the menu using your

left hand and from the customer's left side.

When greeting customers over the telephone, identify yourself

and the business you represent. Talk in a natural voice and be

courteous to the customer. Be sure to record all of the necessary

information to serve the customer ead repeat the information

back to the customer for verification. Be polite and friendly

when ending the conversation.

In general, when serving the customer, you will:

1. acknowledge the customer promptly.
2. determine the customer's needs.

Each employer will be more specific in their requirements for
greeting the customer.

Notes

Discuss "first impressions"
(attitudes, grooming, etc.)

Discuss the difference between
walk-in versus telephone
Customers.

Discuss ways customers can be
assisted:

a. smoking or non-smoking
b. help with coats and bags
c. seat ladies first
d. getting water
e. other immediate comfort

needs

Discuss proper way to present a
menu (using the left hand and from
the left side)

Discuss greeting the customer over
the telephone:

a. attitude
b. get all information
c. repeat information including

Pnce
d. end conversation courteously

Emphasize that each employer
will have specific procedures for
greeting the customer.

1959 Los Meeks Unified School Disnict 5 TSD 0194 CO
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Duty: Serving the Customer

Task: Greet the Custmer

....10.1...,
Demonstration:

Observe the demonstration on greeting the customer.

Observe that each of the following steps was completed.

The person doing the 6reeting:

1. acknowledged the customer promptly.

2. determined the customer's needs.

List in the "notes" column more specific details from

your observation.

Notes

I
Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the two steps listed.

Demonstrate each of the tasks

described in the "Instniction "

section which follows.

Imarame..
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EAPN:040 MODULE

Duty: Serving the Customer

Task: Greet the Customer

Instruction:

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction.

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
procedures:

TASK: Greet and seat the customer.

SUB-TASKS:

1. Smile and make appropriate greeting.
2. Assist patron with coats and packages.
3. Ask, where necessary, if the customer prefers

smoking or non-smoldng.
4. Show customer to table and assist with seating.
5. If necessary, bring extra chairs to the table.
6. Present menus.

TASK: Answer the telephone.

SUB-TASKS:

1. Identify business and self.
2. Answer the incoming call promptly and courteously.
3. Answer in a natural voice using a normal level of

speaking.
4. Speak clearly.
5. Listen to what the caller has to say.
6. Write the needed information.
7. Repeat the intonation and indicate the cost.
8. End the call courteously.

6. Practice the procedure.

7. Take the post-test.

Notes

1. Give the pre-ftst. Explain that
a person can "test out" of
cotrununication units by passing
2 of 3 items for that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task. Use more specific
procedures than the two listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
two tasks described and discuss
the differences between greeting
the customer as a "walk-in" as
opposed to "telephone".

5. Provide ample opportunity for
the learner to practice the task.

6. Provide ample time for
supervision and feedback.

7. Provide for a question and
answer session.

8. Give the post-test.

0 1959 Los Angeles Unified School District
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.. LEARNiNG MODULE i

Duty: Servin : the Customer

Task: Caw the Customer

Practice:

Your instructor will allow you to practice the task, Greet

the Oastomer. Practice both tasks described in the instruction

section of this module. Be sure to complete each step.

Your instructor will be watching to make sure you do the.

job right. Your attitude is very important and a good attitude

a job well done.

Begin your practice.

Notes

Provide setting for performing

the task given both situations.

Supervise the learners to make

sure they perform all the steps.

Carefully observe. Be helpful.

Allow ptactice until you feel-

learners have developed skills,

will be friendly and courteous

when performing the task.

,

.

3 8
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1 Duty: SeiingtheCustomer

Task: Greet the Customer

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication skill. If you cannot do this, you will be

provided additional instruction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

Notes

To successfully complete, the

learner must pass each

communication skill. .

The learner must perform the task

competently demonstrating

application of knowledge, safety,

and procedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gabl acceptable

proficiency.

9 TSD 0191 CO
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StMAy! PEVELOPMENT WORKSHEET

CD Year DUTY is: Serving the Customer

44 Yew TASK is te: Take the**,

(5) You will use Mob and Equipment):

Onset dna. pen Or pencil. Price list (menu)

(13) References and Resources:

(6) You will be successful when (Criteria):

Customer order is complete and correct according to employa's spedficadons.

(P) PreTest Description:

3 itans for each comnnmicadon snd computation skill, written items for the task and a perfonnence test.

Learner Activities:

1. Take Pre-Test

2. Read introduction

3. Discuss Introduction

4. Observe Demonstration

5. Discuss Procedure

& Practice Procedure

7. Take Post-Test

Teacher Activities:

1. Give Pre-Test

2. Allow students to read introduction

3 . Introduce task through lecture/
discussion

4. Provide a demonstration

5. Provide each student maple
oppornmity to practice the task

6. Provide ample supervision and
roadbed(

7 . Provide for question snd answer
semion

8 . Give Post-Test

(to) Materials Needed:

Laboratory Simulation

Transparencies

0 Related Instruction:
(Prerequisites)

Conummication

L1,3,7,9,10,11,12,13,15,17,18,
20,27,28,29,30,35,37,39,40,41,
42,43,44,45,46

Computation Skills:
M1,18

Attitudes:

Courtesy
Friendliness
Deperidability
Interest

(12) Post-Test Description: Same as R --Test
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Duty: Serving the Customer

Task: Take the Order

Pre-Test

What are small portions of highly seasoned food served
before a meal?

a. relish

b. appetizers

c.. cocktails

d. munchies

2. All orders should be written:

a. in pencil.

b. neatly.

c. on napkins.

d. in front of the manager

3. Upselling is an activity which:

a. allows the order taker to stand up.

b. could increase the total of the order.

c. allows servers to compete with each other.

d. means you take the order without a guest check.

4. When taking an order, which of the following shou1d you
never do?

a. upsell

b. suggest

c. rush
d. write neatly

5. Which of the following is least important when talking to a
customer?

a. make-up

b. interest

c. attitude

d. eye contact

Notes

The pre-test includes 3 items

for each communication and

computation skill.

Answers:
1. b
2. b
3. b
4. c
5. a
6. b
7. a

Learners can "test out of any

communication or computation

skill if they answer 2 of the 3

items correctly.

1989 Los Amass lhified School District
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Duty: jgt_.he .Customer

Task: Take the Order

Pre-Test

6. Which of the following is lelst important when taking the
order?

a. ask each guest how they wish their food prepared

b. total the order and inform the guest

c. determine if each guest wishes a separate check

d. all items for each order are listed

7. When seating customers, you should first pull out:

a. the lady's chair.

b. the first person's chair.

c. the chair for the host.

d. el of the chairs.

Notes

44



..stiii14141kO :MODULE

Duty: Serv_ign t_l_te Customer

Task: Take the Order

What: (Performance Objective)

You are serving the custom:1.

You will take the order.

You will need a guest check, pen or pencil and

price list.

When: (Criteria)

You will know that you have successfully completed

this task when you have taken the customer's complete

order and provided upselling or suggestive selling

according to the employees specifications.

Why:

Orders must be taken properly to:

1. satisfy the customer.

2. ensure a profitable business.

Notes

0 1989 Los Angeles Unified School District
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Duty: Serving the Customer

Task: Take the Order

Introduction:

Taking the order can be one of the more important tasks

when serving the customer. The amount of the order directly

affects the total sales of the business. Therefore, it is important

to upsell whenever possible by suggesting other items, and

writing all items ordered on the guest check

Customers have different needs that must be met. There are

times when each customer at a table requires a separate check.

There are customers that are in a rush while others wish to relax.

The server should recognize these needs and provide appropriate

service. Tips, when given, are for good service.

When taking the order, the server should be courteous and

friendly at all times. Orders should be taken with interest and

the server should mainta'm eye contact with the customer.

Some restaurants offer appetizers and hors d'oeuvres to

stimulate a customer's appetite. Appedzers are served as a first

course with a meal and hors d'oeuvres are served before a meal.

The server should be dependable by bringing appetizers and hors

d' oeuvres and/or providing service as promised.

AMIIIIIIIIMIM.

Notes

Describe "upselling" and
"suggestive selling."

Discuss importance of writing all
items on the check and its
relationship to gross sales and
profits.

Have learners recall being
customers in restaurants. Were
they rclaxed, in a rush, etc. Have
them compare this experience with
their sadsfaction with the service.

Talk about tips and the relationship
to good service.

Describe why some customers
would want separate checks.

Explain what appetizers and hors
d'oeuvres are.

Discuss the importance of attitudes
such as courtesy, dependability,
friendliness, and interest.

0 1989 Los Angeles Unified School District 4
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ARMING . MODULE
... ,

Duty: Serving the Customer

Task: Take the Order

Demonstration:

Observe the demonstration on taldng the order. Observe

that each of the following steps was completed.

The person taking the order:

1. assismd the customer/guest with making a
selection.

2. recorded the order.

3. repeated the order.

4. used upselling skills as possible.

List in the "notes" column more specific details from

your observation.

Notes

Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the steps listed.

Demonstrate the task described in

the "Instruction" section which

follows.

rgne9 a Angeles Unified School Dig TSD-2 0002 CC
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Duty: Servin the Customer

Task: Take the Order

Instruction:

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction.

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
procedures:

TASK: Take the Order.

SUB-TASKS:

1. Determine who is to receive the guest check (also
how many are needed).

2. Write date, table number, server's name and number
in party (number to be served at table).

3. Stand at some point of table that can serve as a
reference to help remember what each person ordered.

4. As each guest gives his/her order, clarify the order
before writing it.

5. Ask each guest to express their desires as to how they
wish their food to be prepared.

6. Use upselling and suggestive selling techniques.

6. Practice the procedure.

7. Take the post-test.

Notes

1. Give the pre-teit. Explain that
a person can "test out" of
communication and computation
units by passing 2 of 3 items for
that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task. Use more specific
procedures than those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
task and their personal experience
in restaurants and describe
similarities/differences.

5 . Provide ample opportunity for
the learner to practice the task.

6. Provide ample time for
supervision aad feedback.

7. Provide for a question and
answer session.

8. Give the post-test.

48
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LEARNINassMODUiE

Duty: Serving the Customer

Task: Take the Order

Practice:

Your instructor will allow you to practice the task, Take

the Order. Practice the task described in the instniction section

of this module. Be sure to complete each step.

Your instructor will be watching to make sure you do the

job light. Your attitude is very important and a good attitude

will result in job well done.

Begin your practice.

Notes

Provide setting for performing

the task. .

Supervise the learners to make

sure they perform all the steps.

Carefully observe. Be helpful.

Allow practice until you feel

learners have developed skills

and will be friendly and

courteous when performing

the task.

.. .- . - . .
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Duty: Serving the Customer

Task: Take the Order

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication and computation skill. If you cannot do this,

you will be provided additional instmction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

19S8 Ectuanional Data System', Inc.

Notes

To successfully complete, the

learner must pass each

communication and computation

skill.

The learner must perform the task

competently demonstrating

application of knowledge, attitude

and procedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gain acceptable

proficiency.

TSD-2 0004 CO
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,, EVELOPMENT WORKSHEET
,,1.,v.:.a..,iu.,,,Q... ., .. , . ...,

CO Your DUTY is: Serving die (ustomer (13) References and Resources:

(4) Your TASK is to: Process the Order
... .. , . _

(5) You will use (Tools and Equipment):

Trays, prepared food, other eating utensils

(6) You will be successful when (Criteria):

Customer is served satisfactorily and acconling to employees specifications.

t'n Pre-Test Description:

3 items for each communiution skill, written items for the task and a perfonnance test.

..,,,,..................T.,......,,,,,.....:n.i.m.
Limner Activities:

1. Take Pre-Test

2. Read Introduction

3. Discuu Introduction

4. Observe Danonstration

5. Dimas Procedure

6 Pmctice Procedure

7. Take Post-Test

.
.

(12)Post-Test Description: Same as Pre-Test

52

Teacher Activities:

1. Give Pre-Test

2. AL 3w students to read introduction

3. Introduce task through lecture/
discussion

4. Provide a demonstration

5. Provide each student ample
opponunky to practice the task

6. Provide ample supervision and
feed**

7. Provide for question and answer
session

8. Give Post-Test

(tu Materials Needed:

Laboratory Simulation

Transparencies

(11) Related Instruction:
(Prerequisites)

Communication Skills:

L1,7,10,I1,12,20,27,37,39,40,
41,43,44,46

Attitudes:

Cheerful
Positive

.

53
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Duty: Savin theCustomer

Task: Process the Order

Pre-Test

1. How should the waiter/waitress serve food?

a. from the right using the right hand

b. from the right using the left hand

c. from the left using the left hand

d. from the left using the right hand

2. What is the correct way to serve beverages?

a. from the right using the right hand

b. from the right using the left hand

c. from the left using the left hand

d. from the left using the right hand

3. How should a server serve a customer at a booth?

a. always use the left hand

b. always use the right hand

c. serve with the hand farthest away from the customer

d. serve with the hand nearest the customer

4. How may large trays be carried?

a. with one hand

b. with the palm of one hand

c. by the hip carry

d. by the shoulder carry

5. When setting a table, where is the beverage glass/cup
placed?

a. above the tip of the fork

b. above the top of the knife

c. directly in front of the plate

d. beside the salad fork

Notes

Th e prc-test includes 3 items for

each communication skill.

Answers:

1. a

2. c
3. a
4. d
5. b
6. b
7. a
8. c
9. d

10. b
11. b

Learners can "test out" of any

communication skill if they answer

2 of the 3 ivms correctly.

.

0 1989 lAs Annie' Unified School District 1 TSD-2 0006 CC

54



tatoZ,...1,\""s

*

Duty: Serving the Customer

Task: Process the Order

Pre-Test

6. A complete place setting for each customer is known as a:

a. setting.

b. cover.

C. Sa-11p.

d. Intern.

7. When setting a table, the forks are placed:

a. on the left side of the cover.

b. on the right side of the (.4-wer.

c. on the napkin on the right side.

d. at the top of the plate.

8. What does "pordon control mean?

a. adjusting the selling price

b. serving customers before food runs out

c. keeping each serving constant in size

d. reducing the size of each serving

9. Which of the following would not be signs of food
poisoning?

a. nausea and vomiting

b. headaches and fever

c. cramps and diarrhea

d. chills and rash

Notes

0 1969 Los Mgeles Unified School District 2 TSD-2 0006 CO
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Duty: Servin&the Customer

Task: Process the Order

Pre-Test

10. How often should food service employees wash their
hands?

a. before beginning work

b. after each separate task

C. at the end of the day

d. after serving each person at a table

11. What is the proper method of clearing the table bcfore
serving the dessert?

a. Stand on the person's left and pick up the dish with
your right hand.

b. Stand on the p.,zson's left and pick up the dish with
your left hand.

c. Stand on the person's right and pick up the dish with
your right hand.

d. Stand on the person's right and pick up the dish with
your left hand.

Notes



Duty: Serving the Customer

Task: Process the Order

vmmomNo.mmmmi=ml..imm.m...i...,mm....m.n.................=..I=....o
What: (Performance Objective) Notes

You are serving the customer

You will process the order.

You will use trays, prepared food and other

eating utensils as necessary.

When: (Criteria)

You will how that you have successfully completed

this task wlmn the customer has been served misfactorily
according .io employees specifications.

Why:

The order must be processed properly to:

1. keep the customer happy.

2. maintain portion convol.

3. main: Lin a profitable business.

0 1989 Los Apples Unified School Disvict
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Duty: Serving the Customer

Task: Process the Order

Introduction:
Processing the order will require you to bring it to the kitchen,

deliver it when it is cooked, watch for customer satisfaction and

maintain a clean table.

It is important that you write the order legibly using

abbreviations that are accepted by your employer so the cooks

in the kitchen know what has been ordered and can prepare it.

according to the customer's wishes.

There are proper ways fa serving food. Food is always

served using your right hand from the right side of the customer.

Beverages are just the opposke and you use your left hand from

the left side of the curomer. When a customer is in a booth,

you serve the food using your left hand only. When carrying

food to the customer on a tray, always place the tray on your

shoulder.

Each serving of food is the same size in restaurants. If this

does not occur, it would be difficult to anticipate how much food

to order and cook and remain profitable.

Hygiene is very important for the server. The server's hands

should be washed after every task. Normal grooming procedures

should be used along with the employer's policy.

Attitudes are very important when serving food. You should

always smile and be positive. A negative attitude on your part

can create a negative attimde on the part of the customer towards

d ie restaurant.

It is important for the server to know something about illness.

If a customer shows symptoms of food poisoning, or any

other life threatening illness, it is important to notify the

management right away.

Finally, the server must know how to set a table in order to

maintain a clean table. Dishes should be removed as soon as

possible. Customers appreciate this kind of attention.

Notes
Describe different procedures for
bringing the order to the kitchen.
Fast food places do it differently
than formal restaurants, for
example.

Discuss why an order needs to be
written legibly so the customer gets
what they ordered.

Discuss the proper ways for
serving food.

Discuss portion control and why
it is important to a profitable .
business as well as customer
attitudes (no one likes to see
someone else get more they they
do).

Discuss why hygiene is important
to the food server.

Discuss proper attitudes and how
negative attitudes can ruin the
meal and cause a negative reaction
to the restaurant.

Discuss illnesses and how they can
be recognize& Discuss the
Heimlich Maneuver, how it is
used, and how it can save lives.

Discuss table settings and the
proper way to set a table.

0 1989 Los Maass Unified School District 5 TSD-2 0007 CO
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Duty: Serving the Customer

Task: Process the Order

Demonstration:

Observe the demonstration on processing the order.

Observe that each of the followings steps was ompleted.

The person processing the order:

1. passed the order to the kitchen.

2. delivered the completed order. .

3. determined customer satisfaction.

4. maintained a clean table.

List in the "notes" column more specific details from

your observation.

11

0 1989 Los Anse les Unified School District 6

Notes

Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the steps listed. Demonstrate

the task described in the

"Instruction" section which

follows.

r at10
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'LEARNING MODULE
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Duty: Servj.-181 the Custmer

Task: Proces the Order

Instruction:

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction.

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
procedures:

TASK: Serve the Meal.

SUB-TASKS:

1. Place chilled butter on cold bread and butter plate.
2. Place bread and crackers to the left and above fork.3. Ask customers if they want a hot beverage with theirmeaL
4. Place soup or cocktail in center of cover.
5. Remove soup or cocktail service when guest has

finished.
6. Place vegetable dishes above cover.
7. When salad is served, place it to the left of fork.
8. Place hot beverage at right of cover, cup handle turnedto the right and creamer above the cup.
9. Place cold drink a little to the right of and below waterglass.

10. Lay serving silver to the right of planer or casserole.
11. Place warmed dinner plaw front and center of diner.
12. Remove dishes in this order: entree plate, salad plate,

bread and butter place, vegetable dishes and silver.
13. Crumb the table.
14. Place dessert silver to right of cover and dessert in

center.
15. Serve beverage if desjid.
16. Ask if further service is desired.

Notes

1. Give the pre-test. Explain that
a person can "test out" of
communication units by passing
2 of 3 items for that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task. Use more specific
procedures than those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
task and their personal experience
in restaurants and describe
similarities/differences.

5. Provide ample opportunity for
the learner to practice the task.

6. Provide ample time for
supervision and feedback.

7. Provide for a question and
answer session.

8. Give the post-test.

0 1989 Los Anglia Unified School District
TSD-2 0006 CO
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AEASIING MODULE

Instruction: Notes

TASK: Clear the Table.

SUB-TASKS:

1. Remove dishes and flatware as guests fmish each course.
NOTE: Clear dishes from right of guests with right
hand moving around table.

2.. Scrape and stack dirty dishes in nearby bus box or
tray.
NOTE: Stack dishes so they are well balanced and
safe to carry.

3. Pick up papers, napkins and soiled silver and place in
bus box or tray.

4. If dessert is to be served, leave drinking glasses and
coffee cups on table.

5. Crumb table by sweeping loose food pieces into clean
plate or container with clean, folded napkin.

6. Practice the procedure.

7. Take the post-test.

0 1989 Los Angeles Unified School District 8 TSD-2 0008 CO



LEAAINING MODULE

Duty: Serving the Customer

Task: Process the Order

Practice:

Your instructor will allow you to practice the task, Process

the Order. Be sure to complete each step.

Your instructor will.be watching to make sure you d(z:. the

job right Your attitude is very important and a good attitude

will result in a job well done.

Begin your practice.

Notes

Provide setting for performing

the task.

Supervise the learners to make

sure they perform all the steps.

Carefully observe. Be helpful.

Allow practice until you feel

learners have developed skills

and attitudes required to perform

the task to an employer's

standard.

0 1989 Los Myles Unified School Disnict
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Duty: Serving the Customer

Task: Process the Order

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication skill. If you cannot do this, you will be

provided additional instruction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

Notes

To successfully complete, the

learner must pass each

communication skill.

The learner must perform the task

competently demonstrating

application of knowledge, attitude

and ptocedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gain acceptable

proficiency.

Los Myles Unified School - 10
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,VURRI ZVI DEVELOPMENT WORKSHEET
.-:,.):::-...,-,:..!:i

1 0) Your DUTY iin Servinthg e Customer
i

(13) References and Resources:
_.

0) Your TASK is to: Complete the Order

I 0) Yon will nu (Tads a nd Equipmen0:

Guest check, pen or pencil, calculator

(6) You will be successful when (Criteria):
When the sale has been closed to the customer's satisfaction and acaxding to
the employa's specifications.

(1) Pre-Test Description:

3 items for each cominwilcationend computation skill, written items for the task and a performance M.

i

Learner Activities:

I. Take Pre-Test

2. Read Introduction

3. Discuss Introduction

4. Observe Demonstration

5. Discuss Procedure

6. Practice Procedure

7. Take Post-Test

Teacher Activities:

1. Give Pre-Test

2. Allow students to read introduction

3. Introduce iask through lecture/
discussion

4 Provide a demonstration

5. Provide each student ample
opportunity to practice the task

6. Provide ample supervision and
feedback

7. Provide for question and answer
session

8. Give Post-Test

(io) Materials Needed:

Laboratory Simulation

Transparencies

00 Related Instruction:
(Prerequisites)

Commtinication Skills:

L1,7,11,12,20,27,39,40,41,43,
44,46

Qmputation Skills:

MI, 3,4,5,18,21,22,23,30,36,
71,73

Auinides:

Friendliness
Promptness

(l2)Post-Test Description: Same as Pre-Testi

65 G 6
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LEMMING ,MODULE

Duty: Semin ._ the Customer

Task: Complete the Order

Pre-Test

1. How should a guest check be presented to the customer?

a. face up at the table

b. face down at the table

c. folded in half at the table

d. at the cash register

2. What is the total of the following guest check?

Club Steak 7.50
Trout Fries 9.35

Subtotal 16.85
5% sales tax

Notes

The pre-test includes 3 items

for each communication and

dcomputation slll.

Answers:
1. b
2. a
3. c
4. d
5. d
6. b
7. a

Learners can "test out" of any

Total

a. $17.69

b. $18.69
c. $19.69
d. $20.69

3. Sales tax is 5% on the dollar. What amount of sales tax
would there be on a guest check totalling $8.35?

a. $.40
b. $.41

c. $.42
d. $.43

communication and computation

skill if they answer 2 of the 3

items correctly.

1989 Los Angeles Unified School Donut 1
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IOW -MODULt:

Duty: Servin the Customer

Task: Complete the Order

Pre-Test

4. The guest check should be totalled:

a. after each course is served.

b. when the main course is served.

c. when the main course is completed.

d. when no further service is desired.

5. Select the best answer. Payment for a guest check can be
made using:

a. cash.
b. check.

c. credit card.

d. depends on the business

6. If the guest doesn't understand the charges on the check:

a. call the manager.

b. explain check.

c. call the cashier.

d. write a new guest check.

7. When closing the sale, you should always:

a. invite the customer back again.

b. rush the customer so someone else can have the table.

c. ask to see some identification to verify payment.

d. show the guest to the front door.

Notes

0 1988 Ealucaticad bata Symms,
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LEAliNDs10 MODULE
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Duty: Savi_ z_lf,t_heCustomer

Task: Complete the Order

What: (Performance Objective)

You are serving the customer.

You will complete the order.

You may need to use a guest check, pen or

pencil, and calculator.

When: (Criteria)

You will know you have successfully completed this

task when you have completed the order to the customer's

satisfaction and according the employer's specifications.

Why:

The order must be completed so:

1. the customer can pay the bill.

2. the business can accept payment.

3. additional customers can be served.

0 1989 Los Angeles Unified School District 3
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LEOTONG: MODULE :

*

Duty: Serving the Customer

Task: Complete the Order

Introduction:

Completing the order and closing the sale can be the most

Notes

Define "close the sale.

Discuss ways the server can
determine when no further service
is necessary. Have learners recall
their own experiences in
restaurants.

Discuss importance of "turnover"
or serving as many people as
possible without rue.ing any guests.

Explim that it or n be Annoying
for the customer "[aim they are
ready to leave and the check is late.

Indicate that the server should be
alert as to who will pay and not
to make the assumption that the
gentleman will pay.

Describe why it is important that
the check be writwn legibly, that
any questions the customer may
have be answered satisfactorily,
and that the charges be computed
correctly.

Discuss that different restaurants
have different policies conmrning
forms of panot

accept credit cards
yment that are accepted.

Some may
or only certain credit cards, for
example.

Explain it is important that the
customer be invited to :eturn and
that they feel welcome to return.

important task for the customer service employee. Guests

should feel satisfied and content that they received a good value

for their money, that their service was satisfactory, and that

they were made to feel welcome.

The guest check should be presented only when the server

has determined that no further service is desired. Sometimes

a customer will stay over coffee or dessert. They should at

no time feel rushed. Once the customer decides they want the

check, it st triad be provided quickly. The check should be

presented face de wa a the table. Be aware and never

assume that the gentleman will be the one to pay.

It is imponant that the check is written neatly. You should

answer any questions the customer has about the charges.

The charges should be dded and the sales tax, if any, computed

correctly. Ytia nee? to be aware of the forms of payment the

business accepts. Many will no, ,s:cept personal checks,

money orders, travelers checks, and/or credit cards.

It is important to close the sale in a friendly manner. The

customer should be invited to return and feel as though the

invitation was sincere,

When completing the order, you will need to:

1. Present the check

2. Accept payment

3. Close the sale

0 1989 Los Anseles Unified School Dismct
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Duty: Serving the Customer

Task: ComPlete the Order

Demonstration:

Observe the demonstration on completing the order.

Observe that each of the following steps was completed.

The person completing the order:

1. presented the check.

2. accepted payment. .

3. closed the sale.

List in the "Notes" column, more specific details from

your observation.

Notes

Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the steps listed. Demonstrate I

the task described in the

"Instruction section which

follows.

- 1988 - . . onal Data System. Inc. TS1/2 0011 CO
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Duty: Serving the Customer

Task: Complete the Order

Instruction:

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction,

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
procedures:

TASK: Total order and present to patron.

SUB-TASKS:

1. Determine who is to receive the guest check.
2. Total check when certain that patron does not wish

further service.
3. Check math to ensure accuracy.
4. Lay check face down to right of cover,
5. Lay check in center of table when there is a group of

people.
6. Thank the customers and invite them to return.

TASK: Accept payment for guest check

SUB-TASKS:

1. Identify acceptable form of payment.
2. Accept payment in acceptable form.
3. Process payment (get change or charge form).
4. Give guest change or ask to sign charge form.
5. Examine charge form for all necessary information.

6. Practice the procedure.

7. Take the post-test.

Notes

1. Give the pre-test. Explain that
a person can "test out" of
communication and computation
units by passing 2 of 3 items
for that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
Use more specificthe taslc.

procedures than those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
task and their personal experience
in restaurants and describe
similarities/differences.

5. Provide ample opportunity for
the learner to practice the task.

6. Provide ample time for
supervision and feedback.

7. Provide r a question andfa
answer session.

8. Give the post-test.

0 1989 Los Angela Utlified School District 6
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+ .LEARNiNG MODULE

Duty: Serving the Customer

Task: Complete the Order

1--
Practice:

Your instructor will allow you to practice the task, Complete

the Order. Practice the task. Bt. sure to mmplete each step.

Your instructor will be watching to make sure you do the

job right. Your attitude is very imponant and a good attitude

will result in a job well done.

Begin your practice.

Notes

0 1989 Los Angeles Unified School District 7
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LEARNING MODULE

Duty: Serving the Customer

Task: Complete the Order

Post-Test I Notes

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication and computation skill. If you cannot do this,

you will be provid,x1 additional instruction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

1989 Los Mgeles Unified School District 8 TSD-2 0013 CO
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aRRICULUM DEVELOPMENT WORKSHEET
:::.

(3) Your DUTY is: Cashiering (13) References and Resources:

',A Your TASK is to: Set-up Cash Drawer
0
CO You will use (Tools and Equipment):

wi money ill differCash register th ent denominations

(6) You will be successful when (Criteria):
The cash drawer and contents are prepared accurately according to employer
specifications.

... ......... ___ . .

(7) Pre-Test Description:

3 items for each communication and computation skill, written items for the task and a performance test.

(10) Materials Needed:

Laboratory Simulation

Transparencies

H

(II) Related Instruction:
(Prerequisites)

Communication Skills:

L10,13,15,17,18,20,27,43,44,
46

Computation Sias:
M1,3,4,5,21,22,23,71,73

Attitudes:

Responsibility
Judgments
Conscience

rner Activities:

I. Take Pre-Test

2. Read Introduction

3. Discuss Introduction

4. Observe Demonstration

5. Discuss Procedure

6. Practice Procedure

7. Take Post-Test

....___ .... _. _

Teacher Activities:

1. (live Pre-Test

2. Allow students to read introduction

3 . Introduce task through lecture/
discussion

4 . Provide a demonstration

5 . Provide each student ample
opportunity to practice the task

6. Provide ample supervision and
feedback

7 . Provide for question and answer
session

8 . Give Post-Test

(12)Post-Test Descr : SaMe as Pre-Test

77
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LEARNING MODULE

Duty: Cashiering

Task: Set-up Cash Drawer

Pre-Test

Which of the following is not a type of cash register?

a. mechanical

b. electrical

c. magical

d. electronic

2. Which best describes the trays in a cash register?

a. removable

b. breakable

c. accountable

d. repairable

3. Which of the following types of cash registers are the most
modem?

a. mechanical

b. electrical

c. magical

d. electronic

4. Which of the following is the worst way to ensure the
security of the cash register?

a. Every person has a code number when operating the

cash register.

b. Only one person performs all transactions.

c. All servers have access to a cash register.

d. The cash register is opezated only by the manager.

5. At the start of a shift, the cashier should:

a. have a fresh cash drawer with a specified amount of cash.

b. continue where the previous shift left off.

c. use their own personal change as long as possible.

d. check out for the previous cashier.

Notes

The pre-test includes 3 items for

each communication and

computation skill.

Answers:

1. c

2. a
3. d
4. c
5. a
6. d
7. b

Learners can "test out" of any

communication or computation

skill if they answer 2 of the 3

items correctly.

0 1989 Las Angeles Unified School District
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LEARNING MODULE
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Duty: Cashiering

Task: Set-up Cash Drawer

Pre-Test

6. To ensure a balanced cash register at the end of a shift, the
cashier, at the beginning of the shift, should:

a. star: with a fresh cash dmwer.

b. use their own money whenever possible.

c. demand a new cash register.

d. count the cash in their cash drawer.

7. Which of the following does not have a space in a cash
drawer?

a. one dollar bills

b. fifty dollar bills

c. ten dollar bills

d. twenty dollar bills

Notes

b int) Log Anew 111litiedtctiool Diana
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LEARN/NG MODULE

Duty: Cashiering

Task: Set-u . Cash Drawer

What: (Performance Objective)

You are cashiering.

You will set-up the cash drawer.

You will use a cash register and money in
different sizes and amounts.

When: (Criteria)

You will know that you have successfully completed

this task when the cash drawer and contents are prepared

accurately according to employer rules.

Why:

The cash drawer must be set-up to:

1. provide operating cash.

2. keep an accurate record of all sales.

Notes

.

0 1989 Los Angeles Unified School District 3
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'LEARNING MODULE

Duty: Cashiering

Task: Set-up Cash Drawer

Introduction:
In most businesses, money is kept and change is made using a

cash register. Cash registers have been in use for many years.

The older ones were hand operated. Electricity helped make the

old ones easier to use but were still noisy and too hard to use.

The newest types are electronic and are actually very small

computers. By pressing the right buttons, they can list the

customer's order and compute the price including sales tax.

Shortages caused by mistakes when operating the cash

register are not acceptable. To reduce the chance of

shortages, most employers Will assign the job of operating

the cash register to one person. That person has to make sure

that people can not get into the cash register and that there are no

shortages.

At the start of a shift, a fresh cash drawer is given to the

cashier with a set amount of cash. It is the duty of the cashier

to count the cash to make sure it is correct. The total amount for

a shift is the total cash in the drawer at the end of the shift minus

the beginning cash. This total needs to balance with the amount

taken in during the shift. If the total is over, it is an overage; if

the total is under, it is a shortage.

There are spaces in the cash drawer for the different money

sizes and amounts. These usually include pennies, nickels,

dimes, quarters, and half dollars as well as one, five, ten, and

twenty dollar bills. Some cash registers have a large space for

checks and larger bills while others require the cashier to place

them under the tray.

Being a cashier is a very responsible position. It requires an

honest, accurate, and dependable person.

Notes
Emphasize that the newer types of
cash registers are electronic.
Describe how some can keep
inventory, automatically print a
bill that lists the items purchased,
and automatically compute sales
tax. Some are even linked to
inventory and portion control to
maintain a barometer on the
business profits.

Discuss shortages and overages.
Most businesses consider one as
bad as the other. While shortages
come out of the company profits,
overages could indicate that some-
one paid more than they were
charged.

Explain that when responsible for
the cash register, the cashier
should be the only one in it. If
others are in the register and some-
thing is missing, the cashier will be
responsible. Some businesses will
deduct shonaps from the cashier's
wages.

Explain that each shift starts with a
fresh cash drawer with a specific
amount of money. The total
at the end of the shift minus this
starting amount are the gross
receipts. When the guest checks
are compared against the gross
receipts, ti.ey should be equal.

Explain how important it is that
each denomination of money be
kept in its own slot so any mistakes
will be minimized when making
change.
Emphasize the importance of
attributes and attitudes such as
responsibility, dependability, and
honesty.

0 1989 Las Angeles Undied School Dienct TSD-2 0016 CO
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[ Duty: Cashierint
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Task: Set-up Cash Drawer

Demonstration:

Observe the demonstration on setting-up the cash drawer.

Observe that each of the following steps was completed.

The cashier:

1. Counted and verified cash;

2. Compared total received to allotted;

3. Placed cash in the tray.

List in the "notes" column more specific details from

your observation.

Notes

Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the steps listed. Demonstrate

each of the tasks described in the

"Instruction" section which

fol lows.

0 1989 Los Angeles Unified School District 5 TSD-2 0015 CO



I .1:E 'MINING MODULE

Duty: CashiFing

Task: Set-up Cash Drawer

lash uctior :

1

2WIIIMMII.

1. Take the pre-test.

2. Read the introduction.

3. Discus:, the introduction.

4. Observe the demonstirtion.

5. Discuss the demonstratinn and the following specific
procedures.

TASK: Prepare cash drawer for daily business.

SUB-TASKS:

1. Count money received.
2. Fill out and sign receipt form showing amounts of

each denomination and total amount of cash.
3. Place change fund into appropriate sections in cash

drawer.

6. Practice the procedure.

7. Take the post-test.

Notes

1. Give the pre-test. Explain that
a pei bun can "test out" of
communicarims and computation
units by passing 2 of 3 items for
that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task. Use more specific
procedures thae those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Alk,w the learners to consider the
task and their personal t..;:?erience
in restaurants and describe
similarities/differences.

5. Pr.Jvide ample oppr_Ttunity for
the karner to practice the task.

6. Provide ample time for
supervUon and feedback.

7. Provide for a question and
answer session.

8. Give the post-test.

0 1989 Los Angeles Unified School District
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LEARNING MODULE

Duty: Cashierin :-

Task: Set-up Cash Drawer

Practice:

Your instructor will allow you to practice the task, Set-up

Cash Drawer. Practio the task described in the instruction

section of this module. Be sure tG complete each step.

Your instructor will be watching to make sure you do the

job right. Your attitude is very important, a good attitude will

result in a job weli done.

Begin your practice.

Notes

Providu setting for performing

the task.

Supervise the learners to make

sure they perfonn all the steps.

Carefully observe. Be helpful.

Allow practice until you feel

learners have developed skills

and attitudes required to perform

the task to an employer's

standard.

1989 Los Angeles Unified School District 7
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LEARNING MODULE
law

Duty; Cashiering

Task: Set-up Cash Drawer

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication and computation skill. If you cannot do this,

you will be provided additional instruction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

0 1989 Loot Angeles Unified SchoolDistrict 8

Notes

To successfully complete, the

learner must pass each

communication and computation

skill.

The learner must perform the task

competently, demonstating

application of knowledge, attitude,

and procedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gain acceptable

proficiency.
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CURRICULUM DEVELOPMENT WORKSHEET

(3) Your DUTY is: Cashiering

(4) Your TASK is to: Ring Up Sales

(5) You will use (Tools and Equipment):

Cash register, guest charges, money in different denominations

(7) Pre-Test Description:

(13) References and Resources:

(6) You will be successful when (Criteria):
The cash drawer is in balance and the money has been handled according to
the employei's specifications.

3 items for each communication and compilation skill, writ= items for the task and a performance test.

Learner Activities:

1. Take Pre-Test

2. Pead Intreduction

3. Discuss Introduction

4. Observe Demonstration

5. Discuss Procedure

6. Practice Proceduie

7. Take Post-Test

II

(9) Teacher Activities:

1. Give Pre-Test

2. Allow students to read introduction

3 . Introduce task through lecture/
discussion

4. Provide a demonstration

5. Provide each studrn ample
opportunity to practice the task

6. Provide ample supervision and
feedback

7. Provide for question and answer
session

8 . Give Post-Test

(10) Materials Needed:

Laborat3ry Fimulation

Transparencies

Related Instruction:
(Prerequisites)

Communication Skills:

L1,7,10,11,12,13,15,17,18,20,
27,37,39,40,41,43,44,46

Computation Skills:
M1,3,4,5,18,21,22,23,71,73

Attitudes:

Honesty
Responsibility
Dependability

(I i Post-Test Description: Same as Pre-Test

S7 ti8
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LEARNING MODULE

[
P.

Duty: Cashiering

Task: Ring Up Sales

Pre-Test

1. If a twenty dollar bill is presented for a check totalling
$10.44, what is the correct change?

a. $9.26

b. $9.45
c. $9.56
d. $9.76

2. When making change, where should you place the bill?

a. on the ledge of the cash register

b. in the cash drawer before you make the correct change

c. under a paper weight

d. in your pocket

3. How much change would the customer receive from a ten
dollar bill if the food sale amounted to $6.59?

a. $2.41

b. $3.31

c. $3.41

d. $4.21

4. The main task of the cashier is to:

a. ring up sales accurately.

b. talk to the customer.

c. upsell the customer.

d. seat the customer.

5. Why should the cashier never leave the cash register without
making someone else responsible?

a. it doesn't look right

b. someone might steal from it

C. a customer inigLt want some change

d. someone should be there to greet guests

Notes

The pre-test includes 3 items for

each communication and

computation skill.

Answers:

1. c

2. a
3. c
4. a
5. b
6. d
7. b
8. a

Learners can "test out" of any

communication or computation

skill if they answer 2 of the 3

items correctly. .

1989 Angeles Unified School District i
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LEARNING MODULE

Duty: Cashiering
.

Task: Ri .', UD Sales

Pre-Test

6. The cashier should if an error is made.

Notes

.

.

a. tell the manager

b. tell the owner

c. tell the server

d. follow company procedures

7. Why is it said that "the customer is always right"?

a. because usually it is true

b. because a customer is important to the business

c. because the customer might have a bodyguard

d. because most managers don't like to argue

8. If a cash register runs out of receipt tape, it is the
responsibility of the to replace it.

a. cashier

b. cash register company

C. manager

d. custodian

e es Umlied School t -



LEARNING MODULE

Duty: Cashiering

Task: Ring UP Sales

What: (Performance Objective)

You are cashiering.

You will ring up sales.

You will need to use a cash register, guest
. charges, and money in different amounts.

When: (Criteria)

You will know that you have successfully completed

this task when your cash drawer is in balance and the

money was handled according to employer

rules.

You must ring Iv sales to:

1 ncount for the customer's charge.

2. bring in cash for the business.

Notes

es UIWIC@ Cftoo1 UtSthCL 3 TSD-2 0020 CO



LEARNING MODULE

Duty: Cashierini:

Task: Ring Lip Sales

Introduction:

The main task of the cashier is to ring up sales. The cashier

is also responsible for all the cash receipts and should never leave

the cash register unattended. If the cashier shoui i need to leave

the register, someone who is in charge should take over.

It is important for the cashier to be able to add, subtract, and

estimate. Many errors made by the server can be discovered

by the cashier. The cashier is responsible to the business to

find as many of these errors as possible.

When ringing up a sale, the casHer should never place the

payment in the cash register until the change has been made.

That way, if the customer argues that a twenty was used instead

of a ten as payment, the cashier can show them the actual pay-

ment. If an error is made, the cashier should follow the rule

of the business.

It is said many times that the "customer is always right". This

is because the customer is important to the business. Many times

when the cashier knows the customer is wrong, the hianager

will rule in favor of the customer. The cashier should take care

never to be put in a position where someone has to choose if

the cashier or the customer is wrong.

When ringing up sales, you will:

1. enter the amount;
2. enter the tax;
3. run the total;
4. accept the payment; and
5. make change.

Notes

Emphasize that the primary
responsibility of the cashier is to
ring up sales accurately and that
they should check guest checks
for errors.

Discuss what could happen if the
cash register was left unattended.

Discuss why a cashier's work
must be error free.

Discuss why a "customer is
always right". Ask learners to
think of examples from their
experience.

0 1989 Los Angeles Unified School District 4 TSD-2 0021 CO
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LEARNING MODULE

Duty: Cashiering
.

Task: Ring Up Sales

Demonstration:

Observe the demonstration on ringing up sales. Observe

that each of the following steps was completed.

The person ringing up the sales:

1. entered the amount

2. entered the tax

3. totalled the sale

4. accepted payment

5. made change

List in the "Notes" column more specific details from

your observation.

Notes

Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the step listed. Demonstrate

each of the tasks described in the

"Instruction" section which

"..-,llows.

0 1989 Los Angeles Unified School District 5 TSD-2 0020 CO



LEARNING MODULE

Duty: Cashiering

Task: Ring Up Sales

instruction:

1. Take the pre-test.

2. Read the introduction.

3. Discuss the introduction.

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
procedures:

TASK: Accept payment for check.

SUB-TASKS:

1. Receive check from customer.
2. Ask customer if everything is all right.
3. State amount of check.
4. State amount of money customer gave to you.
5. Check math.
6. Place payment on shelf above drawer.
7. Count change to the customer.
8. Pm money in drawer when customer is satisfied.

TASK: Make change (non-change calculating cash register).

SUB-TASKS:

1. Receive cash from customer.
2. Ask customer if everything is all right.
3. State amount of check.
4. State amount of money customer gave to you.
5. Check math.
6. Place payment on shelf above drawer.
7. Count change to yourself.
8. Count change aloud starting with total cost to

customer as change is returned to the customer.
9. Put money in drawer when customer is satisfied.

6. Practice the procedure.

7. Take the post-test.

Notes

1. Give the pre-test. Explain that
a person can "test out" of
communication and computation
units by passing 2 of 3 items for
that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task. Use more specific
procedures than those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
task and their personal experience
in restaurants and describe
similarities/differences.

5. Provide ample opportunity for
the learner to practice the task.

6. Provide ample time for
supervision and feedback.

7. Provide for a question and
answer session.

8. Give the post-test.

0 1989 Los Angeles Unified School District 6 TSD-2 0020 CO



LEARNING MODULE

Duty: Cashiering

Task: Ring Up Sales

Practice:

Your instructor will allow you to practice the task, Ring

Up Sales. Practice the task desCribed in the instruction

section of this module. Be sure to complete each step.

Your instructor will be watching to make sure you do the

job right. Your attitude is very important. A good attitude

will result in a job well done.

Begin your practice.

Notes

Provide setting for performing

the task.

Supervise the learners to make

3ure they perform all the steps.

Carefully observe. Be helpful.

Allow practice until you feel

learners have developed skills

and attitudes required to perform

the task to an employer's

standard.

0 1989 Los Angeles Unified School District 7 TSD-2 002, CO
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LEARNING MODULE

Duty: Cashiering

Task: Ring Up Sales

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication and computadon skill. If you cannot do this,

you will be provided additional instruction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

Notes

To successfully complete, the

learner must pass each

communication and computation

skill.

The learner must perform the task

competently, demonstrating

application of knowledge, attitude,

and procedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gain acceptable

proficiency.

.
,
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CURRICULUM DEVELOPMENT WORKSHEET
(3) Your DUTY is: Cashiering

(13)
References and Resources:

(4) Your TASK is to: Check Out-ailndof Shiit

CO You will use (Tools and Equipment):

, -qiutsormsCash drawer receipt& paid, f
(6) You will be successful when (Criteria):

The money is sectzed and balanced according to employer specifications.
in Pre-Test Description:

3 bans for each comnumicedon and computation skill, written items far the task and a performance test.
-------- .

..

Learner Activities:

I. Take Pre-Test

2. Read Introduction

3. Discuss Introduction

4. Observe Demonstration

5. Discuss Procedure

6. Pactice Procedure

7. Take Post-Test

(s) Teacher Activities:

I. Give Pre-Test

2. ABow student,' to read introduction

3. Introduce task through lecture/
discussion

4. Provide a demonsuntion

5. Provide each studentample
opportunity to practice the task

6. Provide ample supervision and
feedback

7. Provide for question and answer
session

8. Give Post-Test

(10) Materials Needed:

Laboratory Simulation

Transparencies

(11) Related Instruction:
(Prereq u isi tes)

Communication Skills:

L3, 7,9,10,13,14,15,17,18,20,
27,37,39,40,43,44,46

Computation Skills:

M1,3,4,5,18,20,21,22,23,71,73

Attitudes:

Accuracy

(12) post-Test Description: Same as Pre-Test
.

0 1999 Los Angeles UMW School District
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LEARNiNG MODULE

Duty: Cashiering

Task: Check Out at End of Shift

Pre-Test

1. The cash drawer should be balanced at:

a. the end of each shift.

b. the end of the week.

c. the end of the month.

d. whenever the drawer is full.

2. The amount of money in the drawer at the end of a shift
will be:

a. the total in the drawer less the starting balance.

b. the total in the dravier plus the starting balance.

c. the total in the drawer.

d. the starting balance.

3. When counting bills:

a. gather them all together in one pile.

b. group together all the bills that are the same.

c. wrap them around credit card receipts.

d. keep them in the cash drawer and "fan" them.

4. Who is responsible for the cashier drawer during a shift?
a. the manager

b. the owner

c.. the shift supervisor

d. the cashier

5. If the cash drawer doesn't balance, what should be done
first?

a. Notify the manager.

b. Notify the shift supervisor.

c. Recheck the receipts.

d. Replace the money.

Notes

The pre-test includes 3 items for

each communication and

computation skill.

Answers:

1. a
2. a
3. b
4. d
5. c
6. c
7. b

Learners can "test out" of any

communication or computation

skill if they answer 2 of the 3

items correctly.

I
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LEA1U4ING MODULE

Duty: Cashiering

Task: Check Out at End of Shift

Pre-Test

6. Coins usually come wrapped in a:

a. bag.

b. dollar bill.

c. paper tube.

d. rubber band.

7. Paid outs are considered:

a. bills.

b. cash.

c. overdue.

d. accounts receivable.

Not es

0 1989 Los Angeles Mend School District 2 TSD-2 0024 CO
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LEARNING MODULE -.

,

Duty: Cashierint__

Task: Check Out at End of Shift

What: (Performance Objective)

You are cashiering.

You will check out at end of shift

You will aced a cash drawer, receipts, paid-outs,
and forms.

When: (Criteria)

You will know that you have successfully completed

this task when the money is secured and balanced

according to employer specifications.

Why:

The cashier must check out at the end of their shift to:

1. keep an accurate record of all work &ring
the shift;

2. identify errors that may have happened; and

3. to allow the receipts to be desposited.

Notes

.

0 1989 Los Angeles Unified School District
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Duty: Cashiering
.

Task: Check Out at End of Shift

Introduction:

Balancing the cash drawer or checking out at the end of a

shift is an important task. It is at this time that the gross

receipts for the shift are counted. These receipts must equal the

total on the sales slips that were written during the shift.

The cashier is responsible for checking out at the end of the

shift and counting the receipts. Being exact is very important

When counting, each amount (1's, 5's, 10's, etc.), money

should be separated into its own pile and counted separately,

Coins should be wrapped in paper tubes according to the

following schedule: 50 pennies
40 nickels
50 dimes
40 quarters
20 half dollars

This makes it easier to deposit in the bank,

Paid outs include money that is paid out of the cash drawer

during a shift This could include goods or services purchased

by the restaurant. Paid outs are the same as cash and are trtated

like cash when checking out. The receipt for the paid out needs

to be placed with the cash.

If the cash drawer doesn't balance, don't panic. Recheck all

figures and recount the money and paid outs. If there is still a

mistake, check the difference against all receipts as you

may have added a guest check twice, etc.

Notes

Explain what is meant by
"balancing the cash drawer" when
checking out at the end of a shift.

Define "gross receipts".

Discuss why gross receipts and
sales slips must total the same.

Emphasize that the cashier is
responsible and that accuracy is
very important.

Explain that when counting money,
it is more accurate to count eazh
denomination separately.

Explain what "paid-outs" are.

Explain in detail procedures what
should be followed if the cash
drathatwaller doesn'mt bualatart:el. Etmeghasize

errors

A......,,.....--,......--....,.....--..----_
1989 Los Midas Unified School District 4
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LiARN1NG MODULE

Duty: Cashiering

Task: Check out at End of Shift

Demonstration:

Observe the demonstration. Observe that each of the

following steps were completed.

The cashier:

1. counted the cash;

2. recorded each amount on the fonns; and

3. prepared the deposit.

List in the "Notes" column more specific details from
your observation.

1989 Los Ameba ihdfied School Diatrict 5

limamemo.c.c

Notes

Demonstrate the task.

Advise learners that they should

take notes in more specific detail

than the smps listed. Demonstrate

each of the tasks described in the

"Instruction" section which

follows.

104
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LEARODklp MODULE

Duty: Cashiering

Task: Check Out at Ead of Shift

Instruction:

1. Take the preqest.

2. Read the introduction.

3. Discuss the introduction.

4. Observe the demonstration.

5. Discuss the demonstration and the following specific
procedures:

TASK: Balance cash drawer.

SUB-TASKS:

1. Total sales checks and record.
2. Separate bills, count, and record.
3. Regard charge card payment as bills.
4. Count and wrap coins.
5. Record amount of each denomination (Vs, 5's, 10's,

etc.)
6. Total all cash and charge slips.
7. Subtract amount of "opening cash.
8. Total cash should equal sales slips.

TASK: Verify cash amount turned in on each shift.

SUB-TASKS:

1. Determine the smallest amount of cash that was to be
left in cash drawer at all times.

2. Add all dollars, change, and any cash tickets together.
3: Take into account any paid-outs for the shift.
4. Subtract the smallest amount of cash to be left in the

drawer from this total.
5. Sub-total paid key on posting machine.
6. Subtract from this machine reading, paid machine reading

when last deposit was made.
7. Compare figure arrived at in step 3 with figure in step 5.

6. Practice the procedure.

7. Take the post-tea

Notes

1. Give the pre-test. Explain that
a person can "test out' of
communication and computation
units by passing 2 of 3 items for
that unit.

2. Allow learners to read the
introduction. Discuss what
they have read.

3. Provide a demo for performing
the task Use more specific
procedures than those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

4. Allow the learners to consider the
task and their personal experience
in restaurants and describe
similarities/differences.

5. Provide ample opporamity for
the learner to practice the task.

6. Provide ample time for
supervision and feedbuk.

7. Provide for a questicn and
answer session.

8 . Give the post-test.

0 1989 Los Angeles Unified School District
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Duty: CashieTing

Task: Check Out at End of Shift

Practice:

Your instnictor will allow you to practice the task, Check

Out at the End of Shift Practice the task &scribed in the

"Instruction" section of this module. Be sure to complete each

step.

Your instructor will be watching to make sure you do the

job right. Your attitude is very important. A good attitude

will result in a job well done.

Begin your practice.

Notes

Provide setting for performing

the task.

Supervise the learners to make

sure they perform all the steps.

Carefully observe. Be helpful.

Allow practice until you feel

learners have developed skills

and attitudes required to perform

the task to an employer's

standard

0 1989 Los Angeles Unified School District 7
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LEARNING MODULE .

Duty: Cashiering
.

Task: Check Out at End of Shift

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each

communication and computation skill. If you cannot do this,

Notes

To successfully complete, the

learner must pass each

communication and computation

skill.

The learner must perform the task

competently demonstrating

application of knowledge, attitude,

and procedure skills.

Learners with weaknesses need to

be counseled to repeat those areas

until they gain acceptable

proficiency.

you will be provided additional instruction and practice.

After successfully completing the written test, you will

perform the task for your instructor. When you successfully

perform the task, you may go on to the next module.

I
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DIVISION OF ADULT AND OCCUPATIONAL EDUCA110N

WORKING SMART
The Los Angeles Unified School District Workplace Literacy Project

ICommunication Modules
Manual/Workbook

108



WORKPLACE LITERACY

Communication Skills Modules

(27)

L-1 Use Plural Words Appropriately in Writing and Speaking

L-3 Use Appropriate Abbreviations of Words

L-7 Use Appropriate Word Choices in Writing and Sp .aking

L-10 Use Appropriate Technical Terms and Vocabulary

Use Correct Agreement of Nouns, Verbs, Pronouns,
Adjectives and Adverbs

L-12 Use Correct Person, Gender, Number, Case and Tense

L-13 Read, Understand, and Find Information or Gather Data From
Books, Manuals, Directories or Other Documents

L-15 Draw Conclusion From Written Material

L-17 Read and Understand Business Forms and Letters

L-18 Read and Understand Graphs, Charts and Tables to Obtain
Factual Information

L-20 Read and Follow Directions. Given in Written Materials

L-27 Recall Details from Written and Verbal Information

L-28 Predict Outcomes Based on Written and Verbal Details

L-29 Identify Cause and Effect Relationship

L-30 Draw Inference from Written and Verbal Information

*L = Language
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WORKPLACE LITERACY
Communication Skills Modules - continued

L-35 Proofread for Correctness of Spelling, Grammar, Punctuation,
and Capitalization

L-37 Write Logical and Understandable Statements and Phrases to
Accurately Fill Out- Forms

L-39 Speak Fluently with Individuals or Groups

L-41 Speak Effectively Using Appropriate Behaviors Such as Eye
Contact, Posture and Gestures

L-42 Restate, Paraphrase and Summarize Written Materials to
Confirm One's Own Understanding of What Was Read

L-43 Ask Appropriate Questions to Clarify Written and Oral
Communications

L-44 Attend to Nonverbal Cues Such As Eye Contact, Posture and
Gestures for Meaning in Conversations

L-45 Take Accurate Netes Which Summarize the Material Presented
from Spoken Conversation

L-46 Follow Directions from Verbal Instructions

110



WORKPLACE LITERACY

Communication Skills

Listening

Modules 43, 44, 46

SpeA_acin

Modules 39, 41, 45

Comprehension

Modules 13, 15, 17, 18, 20, 27, 28, 29, 30, 42

Writing

Modules 35, 37

Grammar

Modules 11, 12

Vocabulary

Modules 1, 3, 7, 10

ill



LEARNING MODULE

Duty: Vocabulary

Task : _liLlisc.Plazill!latii.422121211iltrilYILEEigiluaiSplabag.

Pre-Test

Directions: Choose the best answer.

1. Which word is incorrect?

A. Citeis
B. Churches
C. Loaves
D. None of the above

2. Which woni is incorrect?

A. Buses
B. Mens
C. Skies
D. None of the above

3. Which word is incorrect?

A. Teeth
B. Deer
C. Mice
D. None of the above

Notes

Answers:

1. A

2. 8

3. D

0 1989 Las Angles Unified School Diana 1 WS 0001 LY
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Instruction: Notes

Task: Use plural words approptiately in writing and Could be evaluated
sPeaEng. during intake.

1. Complete pre-test.
2. Discuss A, B, C.

A. What are plural words?

Words that have changed endings to show more
than one item.

B. They are used to show more than "one".

C. How are they used?

1. Greetings.
2. Giving directions.
3. Letters.

Ands Wald kbool Main 2 WS LY
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LEARNING MODULE

Duty: Vocabulary

Task: L I Use Plural Words Appropriately in Writing

and Speaking

Practice:
. Directions: Make these words plural.

1. tax

2. lady

3. child

4. glass

5. man

6. candy

7. loaf

8. wife

Find 10 plural words in the newspaper. Include
the sentence it was found in.

. Find 10 plural words in the dictionary.

Notes

1. Discuss these rules, and give
drill and practice in the following
examples:

a. ss, x, zz, ch and sh.

b. "f"

C. "y"

d. tooth - teeth
child - children
goose - geese
woman - women
man - men

0 1939 Los Angela Unified School Diana 3
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LEAiNING MODULE

Duty: Vocabulary

Task : _11_11.1z2lataLliattahmamtiattlx.iLltitiniAllaSlarg&=--.

Post-Test

Directions: Choose the best answer.

1. Which word is incorrect?

A. Citeis
B. Churches

. C. Loaves
D. None of the above

2. Which word is incorrect?

A. Buses
B. Mens
C. Skies
D. None of the above

3. Which word is incorrect?

A. Teeth
B. Deer
C. Mice
D. None of the above

Notes

Answers:

1. A

2. B

3. D

0 1909 iI21 Myles Unified SchoZISM--* 4 WS 0004 LY
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LEARNING MODULE

Duty:_Ysetslict_
Task: L3 Use ApPropriate Abbreviations of Words

Pre-Test
Directions: Choose the best answer.

1. Which of the following is the correct abbreviation?

A. ave.
B. Av.
C. Ave.

. D. av

2. Which of the following is the correct abbreviation?

A. Rod.
B. rd.
C. Rd.
D. Rad.

3. Which of the following is the correct abbreviation?

A. Sep.
B. sept.
C. se.
D. Sept.

Notes

0 1919 Los Angola UMW School Diana WS 0001 LY



LEARNING MODULE

Duty: Vocabulary

Task: L3 Use Appropriate Abbreviations of Words

Instruction:
1. Complete the pre-test.

2. Participate in a discussion on:

A. What are abbreviations?
B. Why they are used?
C. How they are used?

3. Complete the practice exercise.

4. Pass the post-test.

Notes

0 1919 los Angelis thisd School District WS 0003 LY



LEARNING MODULE

Duty: Vocabulary

Task:_jj Use Annronriate Abbreviations of Words

Instruction

ABBREVIATIONS

Were you ever in a hurry? Sometimes, you can save time
by writing words shorter.. When you write words in a shorter
form you abbreviate. Abbreviations are usually followed by
a period, but you will learn some exceptions in the lists of
variations in this module.

Group 1
Months of the Year

Group 2
Days of the Week

January = Jan. Sunday = Sun.
February = Feb. Monday = Mon.

. March = Mar. Tuesday = Tues.
April = Apr. Wednesday = Wed.

June
ii
a obi:minions

no Thursday ws Thurs.
Friday = Fri.
Saturday = Sat.

May

July
August = Aug.
September = Sept.
October = Oct.
November = Nov.
December = Dec.

Notes

0 1959 Las Passim Und School District
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LEARNING MODULE

Duty: Vocabulary

Task: L3 Use ApProoriate Abbreviations o: Words

Instruction:

Use abbreviations in the following sentences for all the
months of the year and the days of the weelc. Write the sen-
tences, with abbreviations, on a separate sheet of paper. Some
sentences will have only one abbreviation, while others will
have several.

REMEMBER: When an abbreviadon comes at the end of a
telling or commanding sentence, only one
period is needed.

1. George's brother was born on Thursday, June 20, 1978.

2. Trees are prettiest in the aunimn months of September and
October.

3. Father will attend a meeting on Wednesday, June 26th.

4. The wettest months of the year are December, January, and
February.

5. The rains in April help the flowers grow.

6. The school week is Monday, Tuesday, Wednesday,
Thursday, and Friday.

Notes

0 1989 Los Myles WSW School Distils 119 W3 0005 LY



LEARNING MODULE

Duty: Vocabulary

Task: 1.1111101,11 I 5 I e) OJ

Instruction:

7. The smallest state in the continental United States is
Rhode Island, and the capital of the largest state is Austin,
Texas.

8. One of Joe's favorite vacation spots is Cancun
Mexico.

9. New Orleans, Louisiana, is known for its great jazz music.

10. From Phoenix, Arizona, we drove to the Grand Canyon
which was carved by the Colorado River over a two billion
year time period.

11. Many people like to visit Reno, Nevada, for its
gambling and shows.

12. John F. Kennedy, the famous American president, grew
up in Cape Cod, Massachusetts.

13. Buena Park, California has two famous fun centers,
Knots Berry Farm and Disneyland.

14. Minneapolis and St. Paul, Minnesota, are known as the
twin cities.

15. Holland, Michigan, has a Dutch tulip festival every May.

16. Chicago, Illinois, is the home of the world's tallest
building. .

17. The capital of New York is not New York City, it is
Albany, New York.

18. Plymouth, Massachusetts, is the landing place of the
PPVims.

Notes

el Wig Lao Awls' Unified Svitooi Maim WS 0006 LY
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LEARNiNG MODULE

Duty: Vccabularv

Task: L3 Use Anprpgriate Abbreviations of Words

Group 3
Addresses

Boulevard

Street

P.aad

Avenue

Dive
Court

Place

South

an
North

West

Instruction:

a Blvd.
a St.
as Rd.

a Ave.
a Dr.
ag Q.

i= Pl.
a S.

a E.
a N.
as W.

Group 4
Special Names

President
Senator

a Pres.
a Sen.

Group 4
Special Names (Cont.)

Repremtative a Rep.
Governor a Gov.
Doctor = Dr.

Reverend = Rev.

Winer = Mr.

Madame a Mrs.
Misuess a Ms., Miss

Colonel = Col.

Majcc a Mai.
Captain = Capt.

Lieutenant a Lt.
Sergeant = Sgt.
Junior = Jr.
Senior a Sr.
Brothers a Bros.
Company a Co.
Corporation a Corp.

Notes

0 1919 Las Anoka LWOW School District
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ILEARNING MODULE

Task: L3 Use Aoropriate Abbreviations of Words

Practice:

Use abbreviations from Groups 3 and 4 in the following
sentences. Write the sentences, with abbreviations, on a
separate sheet of paper.

1. Doctor Martha J. Smith moved her office from 8 South
Michigan Avenue to 55 West Washington &rec.

2. Representative Julian Dixon and Senator Alan
Cranston are both running for re-election.

3. Lieutenant Marjorie Long and Colonel Oliver North both
joined the astronaut progam.

4. Henry Jenkins, Junior, went into partnership with his father,
Henry Jenkins, Senior.

5. Repairs are being made on Pico Boulevard, Peck Road,
Beverly Drive, C.olumbus Court, and Highland Place.

6. Governor Jerry Brown had a meeting with the Shell Corporation
to discuss air pollution contra

7. Farmer John Meat Packing Company sells all types of meats to
local stores.

8. Sergeant Argo moved to 181 East Rodeo Drive.

9. Reverend Rodgers is the pastor of the new church.

10. Mister and Madame Hernandez live at 121 North Main Street

0 1989 Los Anssiss Unified School District
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Duty: Vocabulary

Task: L3 Use Anorooriate Abbreviations of Words

Instruction:

Group 5
Measurements

(Metric System)

Group 6
Measurements

(English System)

millimeter = mm inch = iii.
centimeter = cm foot = ft.
MEOW - in feet = ft.
kilometer = km yard = yd.
milliliter = mL mile ma mi.
centiliter = cL . Pint m Ix
liter as L quart = qt.
ldloliter = kL gallon - gal.
milligram = mg ounce = oz.
centigram as cg pound as lb.
gram g pounds = lbs.
kilogram
metric ton
or ton.

= kg

= t

dozen ma doz.

Group 7
Measurements (time)

minute = mm. month = mo.
hour = hr. months = mos.
week ma wic. year = yr.

Notes
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UeAnnmnrinteAbbrevjpflonsofW

Instruc :ion:

Group 8
Common Abbreviations

Parent Teacher Association = P.T.A.
Registered Nurse = R.N.
Very .. . . . t Person = V.I.P.
Central . i .-. .. Agency is C.I.A.
Federal Bureau of Investigation = F.B.I.
Ante Meridian (12:00 midnight to = A.M.

12:00 noon)
Post Meridian (12:00 noon to 12:00 is. P.M.

midni )
Cash on Delivery x, C.O.D.
Television TV
Extra Sensory Perception = E.S.P.
District Attorney = DA.
Send Answer Please (French for = R.S.V.P.

Repondez s'il vous plait)
Tuberculosis = T.B.
Intelligence Quotient a I.Q.
Federal Housing Authority is F.H.A.
Venereal Disease = V.D.
United Nations go U N.
Before Christ = B.C.
Young Men's Christian Association a Y.M.C.A.
Young Women's Christian Association = Y.W.C.A.

Notes

0 19119 Los Angola Wad School District WS 0010 LY



LEARNIG 14ODULE

Duty: Vocabulary

Task:_. L3 Use Appropriate Abbreviations of Words

Practice:

Use the abbreviations from Groups 5, 6, 7, and 8 in the
following sentences. Write the sentences, with abbreviations,
on a separate sheet of paper.

1. It took one month for the package from Mexico to arrive.

2. Jack grew twelve inches, or one foot, in a year, and he
gained twenty pounds.

3. The package weighed one kilogram and was situ to Maria
cash on delivery.

4. Alice used one pint of lemonade, one quart of orange
sherbet, one gallon of ginger ale, and six cans of frozen
orange juice so make the punch.

5. Bob's favorite television program was about the Federal
Bureau of Investigation.

6. John's shopping list included the following items: one
kilogram ground beef, one liter milk, and one meter red
ribbon.

7. The Chavez family visited the Central Intelligence Agency
and the United Nations while on their vacation.

8. Matial wrist measures only fifteen centimeters.

9. When the new rock singer came to town for her concert,
she was given a receptioti as a vay important person.

10. The exact distance from Sue's house to the store was
one mile, one yard.

411111I

Notes
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LEARNING .MODULE

Duty: Vocabulaiv

Task: 13 Use Appropriate Abbreviations of Words

Instruction:

Group 9
Place Names

United States of America - U.S.A.
United States - U.S.
Mexico a. Mex.
Union of Soviet Socialist Republic

(Russia) .- U.S.S.R.
West Gemiany - W. Ger.

Group 10
State Abbreviations

Alabama Ala
Alaska Alas.
Arizona Ariz.
Arkansas Ark.
California Calif.
Colorado Colo.
Connecticut Conn.
Delaware Del.
Rorida Fla.
Georgia Ga.
Hawaii 000C
Idaho Id,. Ida.
Illinois III.
Indiana Ind.
Iowa Ia.
Kansas Kan., Kans.
Kentucky Ky.
Louisiana La.
Maine Me.
Maryland Md.
Massachuseus Mass.
Michigm Mich.
Minnesota Minn.
MisthAppi Miss.
Missouri Mo.

continued . . .

Notes
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LEARNING MODULE

Duty: Vocabulary

Task: L3 Use Appropriate Abbreviations of Wards

Instruction:

Group 10
State Abbreviatious (Cont.)

Montana Mont.
Nebraska Neb., Nebr.
Nevada Nev.
New Hampshhe N.H.
New Jersey N.J.
New Mexico N. Mex.
New York N.Y.
North Carolina N.C.
North Dakota N.Dak.
Ohio o.
Oklahoma Okla.
Oregon Oreg.
Pennsylvania ra., Penn.
Rhode Island R.I.
South Carolina S.C.
South Dakota S. Dak.
Tennessee Tenn.
Texas Tex.
Utah Ut.
Vermont Vt.
Virginia Va.
Washington Wash.
West Virginia W. Va.
Wisconsin Wis.,. Wisc.
Wyoming Wyo.

Notes

MT
NE
NV
NH
NJ
NM
NY
NC
ND
OH
OK
OR
PA
RI
SC
SD
TN
TX
UT

VA
WA
WV
WI
WY
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LEARNING MCMITLE
A

Duty: Vocabulary

Task: L3 Use Appropriate Abbreviations of Words

Practice:

Copy the following sentences on a separate sheet of paper,
using abbreviations from Group 9 and the official post office
abbreviations from Group 10.

1. Her favorite summer spots are Las Vegas, Neveda and Tijuana,
Mexico.

2. I want to take a trip from Seattle, Washington, to Honolulu,
Hawaii.

3. Most of the television programs are produced hi Hollywood,
California, and New ork, New York.

4. Palm Springs, California is one of the most popular resorts
on the Wes* Coast.

Notes

14 WS 0014 LY
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LEARNING MODULE.

Duty: Vocabulary

Task: 1-3 Use Apgropriate Abbreviations of Words

Instruction:

1. Holland, Michigan, has a Dutch tulip festival every May.

2. Chicago, Illinois, is the home of the world's tallest
building.

3. The capital of New York is not New York City, it is Albany,
New York

4 . Plymouth, Massachusetts, is the landing place of the
Pilgrims.

Notes

ws 00IS LY
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LEARNING MODULE

Duty: Vocabulary

17 q.t. Appropriate Word Choices in Writing and

S eaking_

Pre-Test

This is evaluated during the initial

interview.

Notes

/131





LEARNIN6 MODULE

Duty: Vocabulary

Task: L7 Use Appr =Once Word Choices in Writing

and Speaking

Practice: Notes

1. The cups of coffee full. Additional work can be found
LS, are, ISA t in RVIA (Reading Vocabulary

in Action), Lessons 5, 6, 7.
2

3.

The of coffee are full
cup, cups

green.The signal lights on Main Streetla,

4. The signal on Main Street are green.
lights, light

5. The trays been put into the
haven't, hasn't, hadn't

dishwasher..

6. The haven't been put into the dishwasher.
tray, trays

0 19119 Las Antalya Unified School Mulct 2



LEARNING MODULE . .

Duty: Vocabulary

in Writing andTask
:

L7 Use Appropriate Word Choices

Speaking

Post Test

This evaulation is done during the entire

course.
.

.

. .

Notes

.
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LEARNING MODULE. .

_

Duty: Vocabulary

Terms and VocabularyTask: L10 Use Appropriate Technical

Pre-Test

Directions: Choose the best answer.

I. What is a commissary?

A. The place you get information concerning your
commission.

B. The place you cash your check.
C. The warebouse.where supplies are stored.

2. What does "phase-in" mean?

A. To bring in slowly.
B. Push in rapidly.
C. To remove completely.
D. None of the above.

3 . What is "commencing"?

A. Stop here.
B. Not important
C. Starting.
D. Better later than never.

Notes

Answers:

1. C

2. A

3. C

19S9 Los Ar.isks Unilud SthooL
F.5

WS 0001 LY



. .

LEARNING MODULE .

. .

Duty: Vocabulary

Terms and VocabularyTask: L10 Use Aopropriatt Technical

Instruction:

Task: Use appropriate technical terms and vocabulary.

1. Complete ge-test.
2. Discuss A, B, C.

A. What are technical terms and vocabulary?

These are specific words related to a job
or trade.

B. They are used to assist employees in understanding
materials, tools, equipment and the work area.

C. How are they used?

1. Dkections
2. Forms, charts
3. Leuers and memos
4. Oral and written communication

Notes

.

.
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LEARNING MODULE

Duty: _Bate larv

Task: 1 liei I 'a: .000 a

Practice:

Define the following words:

1. beveme

2. currency

3. *commencing

4. condiments

5. commissary

6. hostess

7. phase-in

8. rotation

9. shift

i. Roledex

11. samtad2n

12. vouchers

Notes

1. Use dictionary for reference.

2. If student can write defmition
this is better.

1989 Angeles UMW School Minot WS 0003 LY
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LEARNING MODULE .

Duty: Vocabulary

Terms and VocabularyTask: LH) Use Ampooriate Technical

Post-Test

Dinctions: Choose the best answer.

1. What is a commissay?

A. The place you get information concerning your
commission.

B. The place you cash your check, .

C. The warehouse where supplies are stored.

2. What does l' phase-in" mean?

A. To bring in slowly.
B. Push in rapidly.
C To remove completely.
D. None of the above.

3. What is "commencing"?

A. Stop. here.
B. Nonmportant.
C. Starting.
D. Hew later than never.

Notes

Answers:

1. C

2. A

3. C

1959 Los Angeles Uniftud Sdoo1 District WS 0004 LY



LEARNING MODULE
IV

Duty: Grammar

Task: LI I Use Correct Agreement of Nouns. Verbs. Pronouns.

Adjectives and Adverbs

Pre-Test

Directions: Choose the best answer.

1 . Complete the sentence correctly.

Loin

A. am running
B. ran
C. not runs
D. running shoes

2. Complete the sentence correctly.

IYesterday we

A. have visitors
B. had visiton
C. has visiton
D. having visitors

3. Complete the sentence comedy.

A. saw the light
B. seen the light
C. sees the light
D. seeing the light

Notes

Answers:

1. B

2. B

3. A

I :i9t
WS 0001LY



LEARNING MODULE .

Duty: GBILIEMIL_______
Task: L11 Use Correct Ageement of Nouns. Verbs. Pronouns.

Adiectives and Adverbs

Instruction:

Task Use correct agreement of nouns, verbs, pronouns,
adjecdves and adverbs.

1. Complete pre-test.
2. Discuss A, B, C.

A. Correct agreement of nouns means:

1. Using correct verbs with the subjects.
2. Replacing the noun with the correct pronoun.
3. Using the correct adjective to describe the noun

or pronoun.
4. Using the oarrect adverb to describe a verb,

sdiecdve or amber adverb.

B. Correct usage of the above helps to 1110I C clearly
communicate oral and written materials.

C. Row are they used?

1. Filling out applications.
2. Writing letters.
3. Writing memos.
4. Answering questions.
5 3reetings.
6. Giving directions.

Notes

Interview (oral).

.

1959 Los Angola Unified School 2
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LEARNING MODULE

Duty: Grammar

Task: L11 Use Correct Agreement of Nouns. Verbs. Pronouns.

Adjectives and Adverbs

Practice:

Provide drill and practice in writing correct sentences.

1. Write 3 sentences which contain a subject and verb.

2. Replace each subject with a pronoun. This makes 3
new sentences.

3. Rewrite the following sentences by adding 3 descriptive
words to each sentence.

A. The firefighter drove home.

P. The game ended.

Notes

I. Give drill and practice on
subjects.

2. Give detail and practice on
verbs.

3. Give drill and practice on
descriptive words.

4. RIVA and Wisconsin
materials are very helpful.

. More than a defmition is
necessary.

,
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LEARNING MODULE

Duty: Grammar

Task: L11 Use ;;orrect Agreement of Nouns. Verbs, Pronouns.

Adjectives and Adverbs

A. have visitors
B. had visitors
C. has visitors
D. having visitors

3- Complete the sentence correctly.

0 1919 Los Amiss Unified School Distict

Notes

Answers:

1. B

2. B

3. A

4 WS 0004 L
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Task: L12 Use Correct Person. Gender. Number. Case and Tense

Pre-Test

1. Here

A. is
B. are
C. be
D. was

the house keys.

2. Here the soft chinks, and there the
potato chips.

A. are, be
B. is, are
C. are, are
D. be, be

3. - Will you out,-or will you home?

A. go, stay
B. goes, stays
C. go, staying
D. going, stay

Notes

Answers:

1. B

2. C

3. A

1 WS 0001 LY
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LEARNING MODULE

Duty: Grammar

Task: L12 Use Correct Person. Gender. Number. Case and Tense

Instruction:

Task: Use correct person, gender, number, case and tense.

1. Complete pre-test.
2. Discuss A, B, C.

A. Correct . -1 identifies the person speaking, person
spoken toTo -the person or thing spoken of.

andiz identifies nouns or pronouns wording to
difference in sex.

EgmbuTelates to verb ageement with its subject; both
words are singular or both plural.

Qs is used to show the relationship a noun or
pronoun has to other words in the sentence.

B. Inv shows a verb change in fomi to reflect time of
action a state of being.

C. The Correct usage of the above is used in all forms of
oral and written communication.

How are they used?

1. Applications.
2. Letters.
3. Greetings.
4. Directions.

Notes

Interview (Oral)

1909 Anplc School District 2 WS 0002 LY
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LEARNING MODULE

Duty: Grammar

Task: L12 Use Correct Person. Gender. Number. Case and Tense

Practice:

Directions: Complete the following sentences.

1. I

a. saw the light
b. seen the light
c. sees the light
d. seeing the light

2. You have

a. taken my money,
b. took my money
c. take my money
d. takes my money

3. My son ate the

a. everyone
b. frying
c. apple
d. lost

4. Today our lighting system

a. is very good
b. am very good
c. were very good
d. are very good

5. 'The rain

a. has fallen
b. have fallen
c. having fallen
d. haves fallen

6. We

a. swim every day
b. swims every day
c. swimming every day
d. swimmed every day

Notes

RVIA r_nd Clovis Writing
contain additional work
in this area.

School 3 WS 0004 L.Y
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LEARNING MODULE

Duty: Grammar

Task: L12 Use Correct Person. Gender. Number. Case and Tense

Post-Test

Direcdons: Complete the sentence with the correct word.

1. Here the house keys.

A. is
B. are
C. be
D. was

2. Here the soft drinks, and there the
potato chips.

A. are, be
B. is, are
C. ate, are
D. be, be

3. Will you out, or will you home?

A. go, stay
B. goes, stays
C. go, staying
D. going, stay

Notes

4 WS 0003 LY
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LEARNING MODULE

Duty: Comprehension

Task: 10 ..1". t: . 1 6 W. 111 I 1-0 C. too

Books. Manuals. Directories or Other Documents

Pre-Test

Directions: Read and study this display.

AMMONIA

The all-around household cleaner. Use in the kitchen, bathroom, utility
room, anywhere in the housa Use for both Light and heavy-duty cleaning

lob&

Web Tubs
Floors Showers
Painted Woodwork Mgal Fixtures
Linoleum Toilet Bowls
Ills Venetian Blinds
F.Arigerator Wash Bowls
Oven Car Washing
Stove Top Gerbsge Cans

Use 1/2 apba gallon ol wenn war.

TOUGH JOBS: Use Ammonia full strength for lipstick, tar,
scuff marks, grease stains. Do not use to
clean aluminum pans.

KEEP OUT OF THE REACH OF CHILDREN.

EXTERNAL FIRST AID: Skin: Flush with water, then wash with vinegar.
Eyes: Flush with water and get medical attention.

INTERNAL FIRST AID: Administer water, vinegar, citrus juice, or milt
immediataFf. Do not induce wimiting. Call a
physician immediately.

DO NOT MIX 'tin CHLORINE-TYPE BLEACH OR OMER
HOUSEHOLD CHEMICALS

Notes

I 1989 Los Angola Unitisdichool Domet 1 WS 0001s LY
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LEARNING MODULE

Duty: _Samarshriato

I11.49.4:111 / /101 44 I SJ I -0 leTask:
Books.14anuals._Directories or Other Documents

Pre-Test

Directions: Use the display to answer the questions.

1. Which of the following should not be cleaned
with ammonia?

A. Stove top
B . Refrigerator
C. Stainless steel appliances
D. Aluminum pans

2. When cleaning with ammonia, what should
you do to be safe?

A. Wear rubber gloves and open the windows.
B . Clean the swam first with warm water.
C. Combine the ammonia with vinegar before

cleaning any surface.
D. Apply the ammonia and let it sit for 15 minutes

before removing.

3. What should you do if someone swallows ammonia?

A. Give the person fluids to drink; then call the doctor.
B. Induce vomiting.
C. Caen* watch the person to see if he becomes ill.
D. Nothing since ammonia is not harmful if

swallowed.

Notes

Answers:

1. D

2. A

3. A

0 1919 Los Anplos Unified School Diana 2

4A..48

WS 0001 LY



LEARNING MODULE=
Duty: Comprehension

Task: L13 ReadUnderstand- and Find Information or Gather Data Fmm

BooksAlanuals. Directories or Other Documents
,

Instruction:

Task: Read, understand, and find information or gather data
from books, manuals, directories or other documents.

1. Complete pre-test.
2. Discuss A, B, C.

A. To locate information is to find, read and understand
specific information upon request.

B. These sauces are used in the workplace to assist
employees in performing assigned tasks more
effectively.

C. How are they used?

1. Operating machines.
2. Responding to emergencies.
3. Following directions.
4. Filling out forms.
5. Responding to a phone request.

Notes

0 149 Los Angola Willed School District 3 WS 0002 L.Y
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LEARNING MODULE

Duty: Commthension

Task: L13 Read, Understand, and Find Information or Gather Data From

Books, Manuals, Directories or Other Documents

Practice:

Use the phone book to practice.

Notes

0 1989 Los Andes Unifkd School Dimas%
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LEARNING MODULE

Duty: Comprehension

Task : _1611.1111a1.1ndttstsacLiadtalw I

_J:01. I D S.

Post-Test

Directions: Read and study this display.

AMMONIA

The all-alound household cleans,. Um in the When, bathroom, utility
room, anywhere in the house. Use for both hot and ?way-duty cleaning
lobs.

Weis Tube
Floors Showers
Painted Woodwork Metal Fixtures
Linoleum ToilaBowls
Tile Veivlian Blinds
Refrigerator Warn Bowie
Oven Car Washing
Stove Top Gerbege Cans

Use 1/2 mpg, a paw of sem wow

TOUGH JOBS: Use Ammonia full strength for lipstick, tar,
soll marks. grease stains. Do not use to
dean aluminum pens.

CAUTION: KEEP OUT OF TrIE REACH OF CHILDREN.

EXTERNAL FIRST AID: Skin: Flush with water; then wash with vinegar.
Eyes: Flush with water and get medical attention.

INTERNAL FIRST AID: Administer water, vinegar, data juice, or mik
inwnadiatay. Do not induce wanking. Call a
physidan knmedately.

DO NOT MIX WIN CHLORINE-TYPE BLEACH OR OTHER
HOUSEHOLD CHEMICALS

ko. so I

Notes
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[ LEARNING MODULE

Duty: Comprehension

Task: 11-11.1.1* le le 0) P 01

Books. Manuals. Directories or Other Documents

Post-Test

Directions: Choose the best answer.

1 . Which of the following should not be cleaned
with ammonia?

A. Stove top
B . Refrigerator
C. Stainlésa steel appliances
D. Aluminum pans

2. When cleaning with aMmonia, what should you
do to be safe?

A. Wear rubber gloves and - the windows.
B. Clean the surface first wi wann water.
C. Combine the ammonia with vinegar before

cleaning any surface.
D. Apply the ammonia and let it sit for 15 minutes

before removing.

3. What should you do if some .... swallows ammonia?

A. Give the person fluids to drinlq then call the doctor.
B. Induce vomiting.
C. Carefully watch the person to see if he becomes ill.
IX Nothing since ammonia is not harmful if

s wallowed.

AnsWers:

1. D

2. A

3. A

Notes
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I LEARNING MODULE

Duty: SisniErstriatto_____
Task: L15 Draw ConCliditillEmm.W.Lialnlitivzial.

Pre-Test

Directions: Read and study these medical display labels.

Display #1

Display #2

Display #3

DIRECTIONS

Adults 2 tablespoonfuls
Children: according toseigniu

- 4 lea10 to 14 years
810 10 yews - 2 teaspoonfuls

3to Gyms - 1 teupoonful

Repeat abovo dosage every 1/2 to 1
hour if needed until 8 doses are taken.

SHAKE WELL BEFORE USING

For external use: Apply with cotton three
or four times daily. Do not use more than
1/2 the contents of this bottle in any 24-
hour perkid. In case of deep or puncture
wounds, serious bums, or persisting symp-
toms, consult physician.

Notes

0 19S9 Los Amin Unified School District
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Duty: Comprehension

Task: L15 Draw Conclusions From Written Material

Pre-Test

Directions: Use the display to answer the questions.

1 . What should you do before using Medicine #1?

A. Heat the medicine.
B. Shake the medicine.
C. Smell the medicine.
D. Chill the medicine.

2. Medicine #2 says "For External Use." What does
this mean?

A. Use the medicine on the outside of the body only.
B. Drink the medicine.
C. Use only as directed.
D. Use the medicine outdoors.

3. You have a cut on your thumb. You want to use
something to keep it clean and covered. Which of
the following should you look for on the label?

A. For internal use only.
B. Shake well before using.
C. Sterile bandage.
D. Consult physician.

w,----
Notes

Answers:

1. B

2. A

3. C

Anselss Wiled School Disu* 2 WS 000l a LY
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LEARNING MODULE

Duty: Comprehension

Task: L15 Draw Conclusions From Written Material

Instruction:

Task: Draw conclusions from written material.

1. Complete pre-test.
2. Discuss A, B, C.

A. Read written material, consider facts, personal
experiences and howledge in selecting relevant facts
to reach an appropriate conclusion.

B. Drawing conclusions we sldlls used in making sound
and accurate choices.

C. How are they used?

1. Emergencies.
2. Following directions.

Notes

0 1949 Las Angeles Unified School District
3
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LEARNING MODULE

Duty: commthosii2a_

Task: L15 Draw Conclusions From Written Material

Practice:

The questions found below are based on the following
letter of complaint.

Display #4

You can take the enclosed bill
and stick it in your ear! I do not owe
$53.06, as the enclosed bill claims. I
owe you $23.06, because I &heady paid
you $30.00 for the electric toaster back
in March.

I am enclosing a check for $23.06,
which meani the bill is paid in full.
Kindly ;et off your duff and ger your
records m order.

What is wrong with the letter in display #4?

a. The tone is unreasonable.
b. The grammar is incorrect
C. The sentences should be combined into one paragraph.
d. There are several spelling errors.

2 What should be added to the leuer?

a. the product warranty for the touter
b. proof that the $30.00 was paid
c. the bill for $23.06
d. all of the above

Notes

Answers:

1. A

2. B

0 1959 Los Angeles Unified School District 4
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LEARNING MODULE

Duty: Comprehension

Task: L15 Draw Conclusions From Written Material

Practice:

The questions found below are based on the following
letter of request.

Display *5

1. Please send me another box of
your fine product. 2. I have enclosed
a coupon for one five box from my
last purchase. 3. I have not enclosed
any money because it is free.

1. What is wrong with the letter in display *5?

a. The tone of sentence 01 is unreasonable.
b. The grammar in sentence 02 is incorrect
c. Sentence 03 is unnecessary.
d. The sentences should be divided into 2 paragraphs.

2. What should be added to the letter?

a. the writer's age
b. the writer's occupation
c. the price of the product
d. the name of the product

Notes

Answers:

C

2. D

0 1969 Los Awls Undid School District
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LEARNING MODULE

Duty: Comprehension

Task: L15 Draw Conclusion From Written Material

Post-Test

Directions: Read and study these medical display labels.

Display #1

Display #2

Display #3

DIRECTIONS

Adufts 2 tablespoonfuls
Children: according t:43griduls

4 teo to 14 years
b 10 years 2 teaspoonfuls

3 to yens 1 teupoonful
Repeat above dosage every 1/2 to 1
hour if needed until 8 doses are taken.

SHAKE WELL BEFORE USING

For external use: Apply with cotton three
or four times daily. Do not use more than
1/2 the contents of this boWe in any 24-
hour period. In case of deep or puncture
wounds, serious bumS. Or Persisting sYrrft)-
toms, consult physician.

Notes
air'
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LEARNING MODULE

Duty: Comprehension

Task: L15 Draw Conclusions From Written Material

Post-Test

Directions: Answer these questions from the three medical
label displays

1. What should you do before using Medicine #1?

A. Heat the medicine.
B. Shake the medicine.
C. Smell the medicine.
D. Chill die medicine.

2. Medicine #2 says "For External Use." What does
this mean?

A. Use the medicine on the outside of the body only.
B. Drink the medicine.
C. Use only as directed.
D. Use the medicine outdoors.

3. You have a cut on your thumb. You want to use
swathing to keep it clean and covered. Which of
the following should you look for on the label?

A. For internal use only.
B. Shake well before using.
C. Sterile bandar.
D. Consult physician.

Notes

0 1919 Los Mph. Unifild School Dsth 7 WS 0004 LY
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LEARNING MODULE

Duty: Comprehension

Task: L17 Read and Understand Business Forms and Letters

Pre-Test
Directions: Read and study these displays.
Display #1

FULL ONE-YEARVARRANTY

Conway will repair or replace your appliance fiee of charge for twelve
months tram the date of purchase if tbe amliance is defective in work-
manship or materials. To obtain the hall benefit of this warranty and to
avoid any possible dispute as to the expiration of the twelve-month
period, you are requested to complete and num the wananty registra-
tion card to Conway. Failure to do so will not affect your rights under
this warranty provided you can reasonably Ribonucleic the purchase
date by means of a sales slip or other such proof.

To obtain service under this; warranty, mum the defective product to the
service center newest you.

This warranty fives you specific legal rights, and you may also have
other rights which vary fiom state to state.

Display #2

SERVICE REQI MST FORM A

If your Conway appliance should require service at any time
during the warranty period, please compleie and ieturn this form
with the defective unit and sales slip.

Model No.

City State ZIP

Senal Numbers Purchase Date

Plum put in Phone No.

Aim,

Notes

0 190 Los Angeles Wafted &tool District 1 WS 0001 LY
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LEARNING MODULE

Duty: Comprehension

Task: L17 Read and Understand Business Forms and Letters

Pre-Test
Directions: Use displays #1 and #2 to answer these questions.

1. You find your hair dryer is not working properly one
month after you buy it. You have the sales slip. How
much do you pay to get it repaired at the nearest service
cent&

A. You pay a small amount of money.
B. You pay a large amount of money.
C. You do not pay any money.
D. You find out the amount you pay later.

2. How long is the warranty for this hair dryer?

A. Six months
B. Nine months
C. Twelve months
D. Eighteen months

3. What are you asked to do with the warranty registration
card?

A. Send the card to the Better Business Bureau.
B. Fill out the card and send it back to the company.
C. The company doesn't want you to send the card

back.
D. Fill out the card and keep it at home.

Notes

Encourage students to read and
study displays before attempting
to answer questions.

Answers:

1. C

2. C

3. B

0 1909 Lall Ansoloo UMW School Mkt 2

4 61
WS 000lb LY



LEARNING MODULE

Duty: Conwiehension

Task: L17 Read and Understand Business Forms and Letters

Instruction:

Task: Read and understand business forms and letters.

1. Complete pre-test.
2. Discuss A, B, C.

A. Business forms and letters are formal and informal
messages written by a company or person.

B. They are used as a means of communication.

1. To get information.
2. To give information.

C. How are they used?

1. Maldng complaints.
2. Apply for an application.
3. Give and follow directions.
4. Buy an item or product.

Notes

Intake (form)

196 Los Ansotalinitisd School Main
3

WS 0002 LY
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LEARNING MODULE

Duty: Comnrehensinn

Task: L17 Read and Understand Business Forms and Letters

Practice:

1. Write a business letter to explain that you wish to cancel
your membership.

LA. City Cable Company
1515 Sunset Blvd.
Los Angeles, CA 90054

Notes

1. Discuss parts of a letter.

2. Discuss how a friendly letter
is different from business.

1919 Us Modes Wad School Mein 4 ;63 WS 0003 LY



LEARNi MODULE

Duty: Comprehension

Task:.L11_11cscla

Post-Test
Directions: Read and study these displays.
Display #1

FULL ONE-YEAR WARRANTY

Conway will repair or replace your appliance free of charge for twelve
months from the date of purchan if the applance is defective in work-
manship or materials. To obtain the full benefit of this warranty and to
audd say possible dispute as to the expiration of the twelve-month
period, you are requested m comb:amid mum the warranty registra-
tioa card to Conway. Failure a do so will not affect your.rights under
this wormy provided you can ressonebly Meantime the purchase
dae by means of a sales slip or other such proof.

.To obtain seevice under dds warranty, ream the defective product to the
service cram nearest pm.

This warranty gives you specific legal rights, and you may also have
other rights which vary from state to sate.

Display #2

SERVICE RE:QUEST FORM A

If your Conway appliance should requireservice a any time
during the wananty period, pleas complesi and realm this form
with the defective unit and sales *

Model No.

City Stele rip

Serial Numbers Purdue Date

Please put in Phone No.

Notes

1919 Los Angeles Unified School Dunk. 5 WS 0004 LY

6 4



LEARNING WiaDULE .

Duty: Comprehension

Task: L17 Read and Understand Business Forms and Letters

Post-Test Notes
Directions: Use displays #1 and #2 to answer these questions.

1. vou fmd your hair dryer u not working properly one
month after you buy it. You have the sales slip. How
much do you pay to get it repaired at the nearest service
center?

A. You pay a small mould of money.
B. You pay a large amount of money. .

C. You do not pay any mocey.
D. You find out the amount you pay later.

2. How long it the warranty for this hair dryer?

A. Six months
B. Nine months
C. Twelve months
D. Eighteen months

3. What are you asked to do with the warranty registration
card?

A. Send the card to the Better Business Bureau.
B. Fill out the card and send it back to the company.
C. The company doesn't want you to send the card

back.
D. Fill out the card and keep it at home.

FL_
e 1989 Los Asian UsiM-AmM1---"....*DIct

Answers:

1. C

2. C

3. B

1111.111
WS 0005 LY
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LEARNING MODULE

Duty: Comprehension

Task: L18 Read and Understand Graphs. Charts and Tables to Obtain
Ficalunktmadis

Pre-Test

Directions: Refer to the time sheet to answer the next questions.

HANLON.

TIME SHEET
Mazy Much 9

Pay Penod Ending

. .

IN OJF IN OUT

Total
Daily
Hours

Mooday 9:00 a.m. 12:00 p.m. 4:00 p.m. 8:00 p.m.

Tow lay 10:00 a.m. 2:00 p.m.

Wckunday 10:00 a.m. 3:00 p.m.

Thaday 10:30 a.m. ?..._ p.m.

Fdday 9:00 a.m. 12:00 p a. 110 p.m. 8:00 p.m.

2:00 p :11.

&Way --
1. How many hours did Mari Aork on Tuesday?

A. 4 hours
B. 5 hours
C. 6 hours
D. 7 hours

2. How many hours did Mary work on Monday?

A. 4 hours
B. 7 hours
C. 8 hours
D. 9 hours

3. How many days per week does Mary work?

A. 7 days
B. 5 days
C. 3 days
D. 6 days

Answers:

1. A

2. B

3. D

Notes

0 1989 Us Amiss Unifiad School Want 1 WS 0001 LY
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LEARNING MODULE

Duty: _Corunrehensign

Task: L27 Recall Details from Written and Verbal Information

Practice: Notes

A customer orders three slices of extra thick pizza Read this aloud.

with mushrooms, black and green olives, pepperoni,

sausage and onions only on two slices. The third

slice was regular crust with cheese, anchovies and

pineapple. The order should include two large sodas,

no ice. The sodas should be mixed half Coke and

half diet Pepsi.

OR

Role play, then ask questions.

1. How much pizza was ordered?

2. What was on the single slice of pizza?

3. Were the caber two pieces exactly the same?

If yes, tell how.

If no, tell the difference.

4. How many sodas were ordered?

5. Were they the.samel

0 1989 Los Angeles Unified S4boo1 District 3 WS 0003 LY



LEAlUktibiG MODULE .

-

Duty: Comorehension

Verbal InformationTask: 1-27 Recall Details from Written and

Post-Test

Direction: The night crew left the following note for the morning
crew. Read the note and answer the questions that
follow.

Turn the small bottom oven on for the cook at 5:35 a.m. The

short order grill wasn't cleaned last night because the main water

line broke. The main dining floor needs cleaning. Order 18

packages of hamburger buns, and 20 packages of hotdog buns

from the commissary.

1. Turn on what?

Notes

2. At what time?

3. Why wasn't the grill cleaned?

4. What grill was it?

5. The grill and what needs cleaning?

6. How many packages of buns are needed?

7 . Order them from where?

8. Who left these instructions?

0 1989 Los Moles Unified School Mulct 4 WS 0004 LY



LEARNING MODULE

Duty: Comnrehension

Task: 1.21:1 Predict Outcomes Based on Written and Verbal Details

0.40010001111t004
001110
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Directions: Use the above voucher to answer these questions.

1. What will happen if this voucher is used at the
Boy's Market?

A. It can be used.
B. It can't be used.
C. It tnay be used at any market.

2. What will happen if you want to buy Swiss cheese
with this voucher?

A. Yes, you can.
B. You have to buy 10 lbs.
C. No, you can not buy Swiss cheese.

3. What will happen if you decide to cash this voucher
on Felxuary 27, 1989?

A. The voucher is still valid.
B. There is no expiration date.
C It will have expired.

Notes

Answers:

1. B

2. C

3. C

1 Fla

WS 0001 LY



LEARNING MODULE

Duty: Comprehension

Task: L28 Predict Outcomes Based on Written and Verbal Details

Instruction:

Task: Predict outcomes based on written and verbal details.

1. Complete pre-test.
2. Discuss A, B, C

A. To guess what will happen next based on the way
events happened before.

B. This will increase one's understanding of what is
likely to happen.

C. How is it used?

1. Taking orders.

Notes

1989 Los Angeles Unified School District WS 0002a LY

170



RN1NG MODULE

Duty:Simms Imam__
Task: 128 Predict Outcomes Based on Written and Verbal Details

Practice:

1. Linda arrives at work Monday wearing two gold rings on
her left hand. She forgot to remove her favorite loop
earrings. Her uniform shrank in the dryer last night It's
now above her knees.

What will happen to Linda if she is seen by her supervisor?

2. Joe had a terrible day off yesterday. Today, he doesn't
feel like being friendly or courteous. The mbther with the
two small babies can just help herself. And the person
next to him had bette watch out.

What will happen to Joe before the day is over?

3. Xavier came to work on the late shift prepared to go to a
costume party. He was wearing a coat of make-up. He
had a nice new green punk tack hair cut He was wearing
a pair of Reebok tennis shoes that would match his complete
party outfit.

What will happen if a supervisor sees him?

Notes

0 1919 Los Angeles Wend School Minn 3
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LEARNING MODULE

Duty: Comnrehension

Task: L28 Predict Outcomes Based on Written and Verbal Details
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Directions: Use the above voucher to answer these questions.

1. What will happen if this voucher is used at the
Boy's Market?

A. It can be used.
B. It can't be used.
C. It inay be used at any market.

2. What will
with this

you want to buy Swiss cheese

A. Yes, you can.
B. You have to buy 10 lbs.
C. No, you can not buy Swiss cheese.

3. What will happen if you decide to cash this voucher
on February 27, 1989?

A. The voucher is still valid.
B. There is no expiration date.
C. It will have expired.

Answers:

1. B

2. C

3. C

Notes

1909 Las Asselts Unified School District 4
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LEAliN114G MODULE

Duty: Comprehension

Task: :

Pre-Test

Patty arrived at work feeling very sad, tired and upset. She had
been up most of the night taking care of her sick child. Not only
was the child sick, but her husband had just lost his job, and the
rent was due the next day. In sOte of this Patty went to work
because she was warned about M., many absences.

1. What effect could Patty's mood have on her ability to
relate widr othas at work?

A. She will be promoted.
B. She will be pleasant.
C. Customers will fmd her short tempered.
D. None of the above.

2. Why did Patty go to work?

A. Rent is due.
b. Her husband lost his job.
C. She had been warned before.
D. All of the above.

3. You would expect Patty's job performance that day
to have been:

A. outstanding.
B. poor.
C. the same as before.
D. none of the above.

Notes

Answers:

1. C

2. D

3. B

WS 0001 LY
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LEARNEW MODULE

Duty: _Comarchcasign_
Task: 1.29 identifv Cause and Effect Relationship

Ineruction:

Task: Identify cause and effect relationship.

1. Compiete pre-test.
2. Discuss A, B, C.

Cause and effect relationship means something makes
or causes something else to happen.

B. To figure out why something happened or why
something works or doesn't welt.

C. It is used in the following situations:

1. Following directions.
2. Following safety procedures.
3. Supplying and stocking the workplace.
4. Greeting customers.
5. Cleaning procedures.

Notes

Clue words or signals:

1. because
2. since
3. consequently
4. therefore
5. thus
6. brought about
7. so that
8. for this reason
9. as a result

0 190 LAS Mpille Unified School Dieriet 2
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LEARNING MODULE

Duty: Comprehension

Relationship

Practice:

Direction& Circle the clue words that point to a cause-effect
relationship.

. Throughout the l970's hundreds of people have died as a
result of AIDS.

2. Since no one knew for certain what caused the disease, there
was little that could be done to fight it other than hoping and
PraYht

3. Consequently, many beliefs have spread as to the possible
causes and cure.

4. AIDS, as we now know, is spread by casual sexual contact
and blood infected with the virus. Therefore, the lack of
adequate knowledge is an important factor in the spreading
of the disease.

Notes

111,1r. .
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I.EARNU4d MODULE

Duty:., Com Prehension

Task: L29 Identify Cause and Effect Relationship

Post-Test

Patty arrived at work feeling very sad, tired and upset She had
been up most of the night taking care of her sick child. Not only
was the child sick, but hor husband had just lost his job, and the
rent was due the next day. In spite of this Patty went to work
because she was warned about her many absences.

1. What effect could Patty's mood have on her ability to .

relate with others at work?

A. She will be promoted.
B. She will be pleasant.
C. Customers will rmd her short tempered.
D. None of the above.

2. Why did ?any go to work?

A. Rent is due.
B. Her husband lost his job.
C. She had been warned before.
D. All of the above.

3. You would expect Patty's job performance that day
to have been:

A. outstanding.
B. poor.
C. the same as before.
D. none of the above.

Answers:

1. C

2. D

3. B

Notes

O 1919 Las Angsles-Unifisd School Maid 4
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LEATiNIN6 MODULE

Duty: _Cgtazahrialiali________
Task: -it k Ito II 1,1.41 I S .1101.... I 'NM I

Pre-Test

Directions: Read the following story and then select the best
answer for each question.

Two people arrived at work late yesterday after a three-hour
delay on the bus. Kim Jones and her cousin Rob Newton were
finally given a ride to work by Georr Jones. They had been
waiting for the bus since 2:30 p.m. Both employees had previous
tardy records. Kim Jones was fired, and Rob Newton was
disciplined for his tardiness.

1. What time did the workers arrive at Afork?

A. At 2:30 p.m.
B. After 3:30 p.m.
C. After 5:30 p.m.

2. George Jones could be:

A. Rob Newton's son.
B. Kim Jones' husband.
C. Both A. and B.

3. Rob Newton:

A. was not in trouble.
B. placed on probation.
C. released from the job.

Notes
Answers:
1. C

2. B

3. B

0 1989 Los Awls* UMW School Markt 1 WS 0001 LY
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4
LEARNING MODULE s

Duty: _Camgmbsosioo

Task: L30 Draw Inference from Written and Vertal Information

Instruction:

Task: Draw inference from written and verbal information.

1. Complete pre-test.
2. Discuss A, B, C.

A. Inference is the process of drawing a reasonable
conclusion from bits of evidence. These conclusions
are based on a number of hints or clues.

1. appearance
2. action
3. expressions
4. comments
5. conversation
6. personal experience

B. To independently reach a reasonable conclusion.

C. How is it used?

1. Taking an order.
2. Stocking supplies.

Notes

Reading between the lines.

Inference is the most likely
conclusion, but not necessarily
always the correct one.
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LEARNING MOIRILE
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Duty: _Camoshotaa_

Task: _130 .121aziafrmig1nanYiriaca.SIELYstal_.--
I yle I 4/

1111111116W

Practice:
L Read the short story and answer the 3 questioto.

"Oh, not me, Dr. Smith. I was just stanatg here minding
my own business, see, when this guy asks me to hold his
cigarette."

1. What is the relationship between tilt person speaking
and Dr. Smith?

2. If the person speaking is not telling thd mitt , what
is probably the reason for lying?

3. How is Dr. Smith likely to feel about the situation?

IL Answer these questions.

1. Various kinds of materials are used for building homes.
Timber is plentiful, but it is not fireproof, so many
people prefer:

a. pine. c. brick.
b. log houses. d. shingles.

2. Large deposits of coal are buried in the mountains. Coal
is widely used, and many people living in the mounatins
ate:

a. farmers.
b. fishers.

C. lopers.
d. miners.

3. The sign said that people should tiot feed the monkeys.
But this did not uop the little children who could not

a. read.
& eat.

c. buy.
d. squeeze.

Notes

Selection cag be read and
students can be quind.

Pictures can be brought in by
students. Discussion about

expression will
he p them understand
inference.

0 1989 Las Anples Unified School District 3 WS 0003 LY
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LEARNING MODULE

Task: L30 Draw Inference from Written and Verbal Infornation

Post-Test

Directions: Read the following story and then select the best
answer for each question.

Two people arrived at work late yesterday after a three-hour
delay on the bus. Kim Jones and her cousin Rob Newton were
finally given a ride to work by George Jones. They had been
waiting for the bus since 2:30 p.m. Both employees had previous
tardy records. Kim Jones was fired, and Rob Newton was
disciplined for his tardiness.

1. What time did the workers arrive at work?

A. At 2:30 p.m.
B. After 3:30 p.m.
C. After 5:30 p.m.

2. George Jones 'could be:

A. Rob Newton's son.
B. Kim Jones' husband.
C. Both A and B.

3. Rob Newton:

A. was not in trouble.
B. placed on probation.
C. released from the job.

Notes
Answers:
1. C

2. B

3. B

1 fit)
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Duty: Writing

Task: L35 Pmofread for Correcmess of Spelling. Grammar. Punctuation.

and Capitalization

Pre.Test Notes

A. 0
B. 4
C. 2
D. 3

2. How many ours did mary work on Mcnday.

A. 1
B. 2
C. 3
D. 4

A. 2
B. 3
C. 1
D. 0

1 WS 0001 LY
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LEAiliiNG 'MODULE

Duty: Wrinnf

Task: L35 Proofread for Correctness of Spelling. Grammar Punctuation
and Capitalization

Instruction:

Task: Proofread for correctness of spoiling, grammar,
punctuation, and capitalization.

1. Complete pre-test.
2. Discuss A, B, C.

A. The ability to read written materials and recognize
spelling, grammar, punctuation and capitalization
WINS and make necessary corrections.

B. You proofread to correct errors so that tiaterial
is clear and the message is understood.

C. How is proofreading used?

1. Laws.
2. Memos.
3. Forms.
4. Applications.
5. All written materials.

Notes

1919 Las Angela Unifi.d School Mulct 2
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RADIO MODULE

Task: L35 Proofread for Correctness of Spelling, Grammar, Punctuation,

and Capitalization

Practice:

1.. Rewrite the following paragraph with correct
capitalization and grammar.

during the 1980's a man named George herbert walker

bush worked for the government he come to washington

from texas many years before. serveral pc*ple who liked

him give him rod jobs in the government, It were soon

discovered that he was talented, and he was elected vice

president of the united states. He are now the president of

this country.

. Rewrite the following message with correct spelling and
punctuation.

py Holideys
Did you recieve the promotion We hope so
We look farward to seeing you Frank
and the childrens next month at mom's
It will be great to be togather apin

Take cue
Love
Kim

Notes

1989 La Awls UMW School Maio 3 WS 0003 LY
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.,.Atli.--fseT:4-.,."-r,"
MODULE

Duty: Writing

Task: L35 Proofread for Correctness of Spelling. Grammar. Punctuation.

and Capitalization ein
Post-Test

Directions: Identify one or more errors in each sentence. Look
for errors in spelling, grammar, punctuation and
capitalization.

1. i come to work late everday

A. 0
B. 4
C. 2
D 3

2. How many ours did mary work on Monday.

A. 1
B. 2
C. 3
D. 4

3. Where you been?

A. 2
B. 3
C. 1
D. 0

Answers:

1. 8

2. D

3. A

Notes



LEARNING MODULE

Duty: Writing

Task: L37
Write Logical and Understandable Statements and

Phrases to Accurately Fill Out Forms

Pre-Test

The student'g application will be the

pre-test.

Notes

1911 lk WOW Des Symms. Inc. TSD 0133 CO



Duty: _Willing

Task: _LILEritajggigalliniladastandable Statements and Phrases to
Accurately Fill Out Forms

Instruction: Notes

Task: Write logical and understandable statements and
phrases to accurately fill out forms.

1. Complete pre-test.
2. Discuss A, B, C.

A Responding to written questions on forms with clear,
concise and accurate information.

B. This sldll enables others to understand what has
been written.

C. How are they used?

1. Filling out forms.
2. Completing applications.
3. Letter writing.

La 1
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, LEARNING MODULE

Duty: virifinf

Task: L37 Write Logical and Understandable Statements and Phrases to

Accurately Fill Out Forms

Practice:

ABSENCE REPORT FORM

NAME

DATE OF ABSENCE:

REASON FOR ABSENCE:

CHARGE To:

VACATION

ILLNESS

CONFERENCE

OTHER, EXPLAN:

EMPLOYEE SIGNATURE:

imi..1=0.
Notes

9 1989 Les Angelis Una liscl School-Morita 3 WS 0003a LY



LEARNING MODULE ..__,
Duty: Writing

Statements and Phrases toTask: L37 Write Logical and T,Inderstandable

Accurately Fill Out Forms

Practice:

VACATION REQUEST FORM

Name: Date:

Notes

.

Hke Date:

Vacation days available. through December 31. 1989:
.

Fust choice dates:

Second choice dater

hojection of Fojects you might be working on at the time of your vacation request.

Employee Signature:

Group Leader Signature:

Approved By:

......
1989 Los Angels Mulled School Markt 4
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FEARNING MODULE

L Duty: Speaking

1711S1k: L39 SPeak Fluentiv with Individuals or Groups

Pre-Test

This skill will be observed during the
initial interview and will serve as the

pre-test.

Notes

ell
J11



LEARNING MODULE

Task: L39 Speak Fluently with Individuals or Groups

Instruction:

Task: Speak effectively with individuals.or group.

1. Complete pre-test.
2. Discuss A, B, C.

A. Produce acceptable word sounds according to
phonetic rules and the dictionary key.

B . Correct pronouciation is needed to communicate
orally and be understood.

C. How are they used?

1. Greetings.
2. Taldng orders.
3. Giving directions.
4. Interviewing.

I
1919 La Angola Wood School

-

Notes

1
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LEARNING MODULE

Duty: _Inking

Task: L39 Speak Fluently with Individuals or Group§

Practice:

Di =dons: Students will pair off. One partner will
ask the first question. Each partner will
tell the other how they performed dm task.
Condnue to practice until the two feel that
the deliver), is smooth, clear and confident.
Do questions 2 and 3 the same way. When
you finish all these questions, change
roll s.

Question

Your job requires meeting people.
How do you-think y11 are at doing that?

Question 2:

Tell me five things that you think
are important for me to know &boat
you.

Question 3:

The position you 31..re applying for
involves a lot of stre:s. How do
you think you will handle that?

Notes

Gain Handbook, great
source of information.

Prepare enough typed cards
with the 3 questions listed
separately.

0 1989 Los Awls, Unified School Disoict 2
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LEARNING. MODULE

Duty: Speaking

Task: L39 Speak Fluently with Individuals or Grouos

Practice:

Di 'colons: Students will pair off. One partner will
ask the first question. Each partner will
tell the other how they performed the task.
Continue to practice until the two feel that
the delivery is smooth, clear and confident:
Do questions 2 and 3 the same way. When
you fmish all these questions, change
rolls.

Question 1:

Your job requires meeting people.
How do you think you are at doing that?

Question 2:

Tell me five things that you think
are important for me to know about
you.

Quesdon 3:

The position you are applying for
involves a lot of stress. How do
you think you will hanclie that?

0 1 La Angelo Unified School Divict

Notes

3 WS 0002u LY



LEARNING MODULE

. Duty: Speaking

:

L41 Speak Effectively Using Appropriate Behaviors Such

as Eye Contact, Posture and Gestures.

Pre-Test

This communication skill will be observed

during the initial interview and will serve

as the pre-test.

Notes

TSO 0153 CO



LEARNING MODULE
-

Duty: Spealdng

Behaviors Such asTask: LAI Sneak Effectively Using Apnropriate

Eve Contact. Posture and Gestures

Instruction:

Task: Speak effectively using appropriate behaviors
such as eye contact, posture, and gestures.

1. Complete pre-test.
2. Discuss A, B, C.

A. Communicating your ideas and thoughts clearly, and

Notes

knowing when to use appropriate eye contact,
posture and gesnues.

B In order to be understood and recognize appropriate
behavior for the customer service occupation.

C. How is it used?

1. Interviewing.
2. Greeting customer.
3. Taking and processing orders.
4. Cashiering.

1989 Los Angels thlfsd School District 1 WS 0001 L



LEARNING MODULE

Duty: Snea !dim

Task: __141.1icaufftsiiyay.lainLAmmuniatc Behaviors
Such as Eye Contact. Posture. and Gestures

Practice:

Role play situations such as: .

1. Greeting the customer using poor eye contact, touching
Customer.

2. Play this role with the cashier when checking a curomer
out.

3. This can be done in job interviewing. Use a situation
where interviewee doesn't use:

A. eye contact
B. poor posture
C. the wrong gesture

Notes

0 1989 las Angela Unified School District 2 WS 0002LY
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LEARNING MODULE

Duty: Conusehension

Task: L42 Restate. Paraphrase and Summarize Written Materials to
_salfincLQualgwn..undrasinging.stahaLzalaraL___

Pre-Test

Directions: Complete the form below, using the following
information.

Carmen Wong took this message from Roberta Lewis for
her immediate supervisor. The call came at 8:43 on the morning
of April 15. Roberta's car had just caught on fire, and smoke
has filled the inside of the car. She was calling from a phone
booth on the corner of Manchester and LaBrea. She feels very
nervous and depressed, and doesn't think she will get to work
today. She will call back later.

To

Date urns

WHILE YOU WERE OUT
Miss
Mr.
Mrs.

of

Telephone No. (__.) Ext.

(Contra) DWI Code

TELEPHONED PLEASE CALL BACK

WAS 14 TO SEE YOU WU CALL AGAIN

RETURNED YOUR CALL URGENT

WANTS TO SEE YOU OTHER

Message

Received Cd

Notes

0 1989 La Amiss Ilnif led School Duna
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LEARNING MODULE

Duty: 'Comprehension

Task: L42 Restate. Paraphrase and Summarize Written Materials to

Confwm One's Own Understandine of What was Read

Instruction:

Task: Restate, paraphrase and summarize written materials
to confmn one's own understanding of what was read.

1. Complete pre-test.
2. Discuss A, B, C.

A. To explain briefly in your own words the main ideas
of something you have read.

B. Helps to make it clear, sometimes shorter and easier
to understand and remember.

C. How is it used?

1. Check out at end of shift.

Notes .

0 1989 Los Angeles Unified School District WS 0002 LY



LEARNING MODULE

Duty: Comprehension

Task: 4,1,61V. I, 111 II II V I 1,A .411

__Cgaftral/nraShmilndasiAndiassILAhaLlEillsEL

Practice:

This exercise is similar to the game of "Gossip."

Students will be divided into groups of 4 to 6. An
oral message will be given to the leader of the group who
will repeat it to the next person, and continues until all
students in the group have heard the message. The last
person who received the message will be responsible
for repeating the final message aloud.

This exercise can be done with the entire group.

. The group will listen tO the final messages. The
teacher will read the original message aloud.

Notes

1989 Los Angeles Unified School bistrict WS 0005 LY
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*LEARNING MODULE

Duty: Comprehension

Task: L42 Restate. Paraphrase and Summarize Written Materials to

Confirm One's Own Understanding of What was Read
.........,

Post-Test

Directions: Complete the form below, using the following
information.

Carmen Wong took this message from Roberta Lewis for
her immediate supervisor. The call came at 8:43 on the morning
of April 15. Roberta's car had just caught on fire, and smoke
has filled the inside of the car. She was calling from a phone
booth on the corner of Manchester and LaBrea. She feels very
nervous and depressed, and doesn't think she will get to work
today. She will call back later.

To

Date Tune

WHILE YOU WERE OUT
Miss
Mr.
Mrs.

of

Telephone No. (___) Ext.

(Centro) Dial Code (___)

TELEPHONED g PLEASE CALL BACK
,

WAS IN TO SEE YOU WLL CALL AGAIN

RETURNED YOUR CALL URGENT

WANTS TO SEE YOU OTHER

Message

Recoiled Cud

Notes

0 1989 Los Angeles Unified School District 4
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LEARNING MODULE

Duty: Listening

Task: I43 Ask Annroprigte Ouestions to Clarify Written and

Communications

Pre-Test

1 . You are stocking paper towels at work and run
out of them. What should you.ask your boss?

A. Should I go on break until we get more towels?
B. Will you get me more towels?
C. Where will I fmd more paper towels?
D. Should I use paper napkins instead?

2. Your ride to work phoned and said that he would
not be on time. What is the first thing ydu should
ask him?

A. Win still get to work on time?
B. How late will you be?
C. Should I call work and tell them we will be late?
D. Should I find another way to get to work?

3. You were given some aspirin by your doctor to
give your child. The label on the aspirin bottle
reads film this:

Aduit Dosage: 1 tablet every two hours

Childrens Dosage: According to Age

Which of the following would you ask first?

A. What is the correct dosage for my child?
B. Should I give half the adult dosage to my child?
C. Should I give twice the adult dosage to my child?

. D. Should I give my child one half of a tablet every
hour?

Answers:

1. C

2. B

3. A

Notes

I 19$ 9 Los Angeles Unified School gide& 1
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LEARNING MODULE

Duty: _Laming.

Task:_1.412aLlianutiamilrailizam.ciatifyatigaunst
Oral Communications

Instruction:

1. Complete the pre-test.

2. Listen to a discussion on:

A. What are appropriate questions?
B. Why should appropriate questions be asked?
C. When should appropriate questions be asked?

3. Complete the practice exercise.

4. Pass the post-test.

Notes

0 1969 Los M.I. Unified School District 2 WS 0003 LY
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LEARNING MODULE

Duty: _Liamming_

Task: _Laa_tals.AramtiiiirrIhroilicsalizni

Practice:

Your instructor will set up a situation where you
will be able to ask appropriate questons.

41=i'k
Notes

0 1989 Los Angola Unified School District 3
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LEARNING MODULE.

Duty: Listening

Task: L43 Ask Appropriate Ouestions to Clarify Written and

QuiLCIImmunimions

Post-Test

1. You are stocking paper towels at work and run
out of them. What should you ask your boss?

A. Should I go on break until we get more towels?
B. Will you get me more towels? .

C. Where will I find more paper towels?
D. Should I use paper napkins instead?

2. Your ride to work phoned and said that he would
not be on time. What is the first thing you should
ask him?

A. Will I still get to work on time?
B. How late will you be?
C. Should I call work and tell them we will be late?
D. Should I find another way to get to work?

3. You were given some aspirin by your doctor to
give your child. The label on the aspirin bottle
reads like this:

LChildr

Adult Dosage: 1 tablet every two hours

ens Dosage: According to Alit

Which of the following would you ask first?

k What is the correct dosage for my child?
B. Should I give half the adult dosage to 'my child?
C. Should I give twice the adult dosage to my child?
D. Should I give my child one half of a tablet every

hour?

Answeri:

1. C

2. B

3. A

Notes

0 1989 Los Angeles Unified School District 4 WS 0005 LY
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LEARNING MODULE

Duty: Listening

MIA: L44 Attend to Nonverbal Cues Such as Eye Contact, Posture,

f anin in Conversations

Pre-Test

This skill will be evaluated during the initial

interview.

Notes

0^ w-
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LEARNING MODULE

i
Duty: Listening

S ich as Eye Contact. Posture.Task: L44 Attend to Nonverbal Cues

and Gestures for Meaning in Conversations

Instruction:

Task: Attend to nonverbal cues such as eye contact,
posture and gestures for meaning in conversations.

1. Complete pre-test.
2. Discuss A, B, C

A. Recognizing specific nonverbal cues as they
relate to effective communication skills.

B. Knowing that actions speak louder than words
and recognizing that nonverbal cues are reliable
indicators of emotions, desires and attitudes;
understanding these cues helps us to understand
others and to express ourselves better.

C. How are they used?

1. Greethig customers.
2. Taking, processing and completing an order.
3. Setting up the cash drawer. .

4. Ringing up sales.
5. Checking out at the end of shift.

Notes

.
.

.

.

PI I
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LEARNING MODULE.e
Duty: Listening

Task: Ik6 6 I ,1

:to I t .Ia it it I

Practice:

Discuss importance of eyes in nonverbal cues.

1. Poker face
2. Shifty eyes
3. Window of e el

Discuss importance of gestures:

(We react to these as much as spoken language.)

1. Smiles
2. Fidgeting
3. Tightly crossed arms or legs.
4. Standing stiffly and erect.

Discuss:

1. How would you react to someone who would not
look you in the eyes?

A. Is it a sign of distrust or lack
of interest? Could it be a
cultural difference?

Notes

Many cultural differences.

A. Eye Contact
B. Touching
C. Standing too close

0 19119 LAO Apples Waal School District 2 WS 0002LY
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LEARNING MODULE

Duty: Littening

Ticsik:L44 Attend to Nonverbal Cues Such as Eye Contact, Posture,

and Gestures for Meaning in Conversations.

Post Test

This skill will be observed during the
entire class.

Notes

208



LEARNING MODULE

Duty: Speaking

Task L45 Take Accurate Notes Which Summarize the Material

Presented from Spoken Conversation

Pre-Test dmmiotes
The class will be provided inforMation
about the class on the first.day.

1. Name of Class

2. Teacher

3. Class Location/School

4. Hours Class Will Meet

5. Room Number

6. Number of Weeks Class Will Meet

7. Phone Number/Emergency or Absences

8. What will be taught in the class

Page 3 of this lesson will be given to
each student to determine if information
provided was understood.

D0133C0
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1 LEARNING MODULE

Duty: Speaking

Task:
Presented from Sooken Conversation

Task:

A.

B

C.

Instruction:

Take accurate notes which summarizes the material
presented from spoken conversation.

1. Compiete pre-test.
2. Discuss A, B, C.

The process of sorting through oral information
and obtaining main ideas and facts that are
applicable to you and your job assignment.

This procedure Ls necessary because the information
is now condensed, more manageable and easier
to remember.

How is it used?

1 . Taking the order.

Notes

.... t ll I
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LEARNING MODULE

Duty: Speaking

Summarize the MaterialTask: L45 Take Accurate Notes Which

--eatIIII.SS!2kID-C211=iSM--------
Practice:

During the first class meeting and in an informal introduction
the instructor will cover specific information related to this
class.

Please discuss:

1. Name of class

2. Name of teacher

3. Class location, school and room number

4. Hours per day class will meet

.5. Number of weeks class will meet

6. What will be covered in the class

7. Phone number

a. emergencies
b. absences

Notes

1. The teacher will hand out
the following prepared page.

2. The students will fill in the
blanks with the appropriate
information.

. Angeles Unified School b 2 WS 0002 LY
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Name of Class Teachers

Class Location/School Hours Class Will Meet

Room 0 Number of Weeks Class Will Meet

Phone number
(Emergency or Absences)

What will I learn in this class?

US Task: Take Accurate Notes Which Summarize the Material Presented
from Spoken Conversation 3

212
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LEARNING MODULE

Duty: Speaking

Task:L4 Take Accurate Notes Which Summarize the Material

Presented from S oken Conversation

Post Test

Page 3 will serve as the post-test

Notes

01
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LEARNING MODULE

Duty: j,istenina

Task: L46 Follow Directions from Verbal instru

Pre-Test

The directions given on how to fill out the
application will serve as the pre-test.

i n
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LEAIiIVIN'a NtODULE

Duty: Listening

Task:_latildlearzo,amboungesnea's

Instruction:

Task: Follow directions from verbal instructions.

1. Complete pre-test.
2. Discuss A, B, C.

A. To follow verbal directions means to listen well,
understand the instrucdons given, and know what to
do. Also, it can indicate what you are expected to do.

B. This skill will help in following eitablished routines
and guidelines. It will allow employees to avoid
costly mistakes, delays and wasted materials.

C. How are they used?

1. Stock supplies.
2. Clean the wait area.
3. Greet the customer.
4. Take, process sod complete the order.
5. Set-up cash drawers.
6. Ring up sales.
7. Check out at end of shift.

Notes

1989 Las Angus baited School Nada
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LEARNING MODULE

Duty: Listening

Task: L46 Follow Directions from Verbal Instructions

Practice:

. Play the game of Simon Says, emphasizing the
importance of listening.

2. Have all students iake sheets of paper out.

a. Write full name in left hand corner.

b. Fold paper in half.

c. Print address in center of paper.

d. Write age in bottom left lr mer.

Notes



IComputational Modules I

DIVISION OF ADULT AND OCCUPATIONAL EDUCATION

WORKING SMART
The Los Angeles Unified School District Workplace Literacy Project

Manuat/Workbook

217



WORKPLACE LITERACY

Computation Modules

(13)

M-1 Read and Write Whole Numbers

M-3 Add Whole Numbers

M-4 Subtract Whole Numbers

M-5 Multiply Whole Numbers

M-18 Read and Write Decimals

M-20 Round Decimals (Handle Money)

M-21 Add Decimals

M-22 Subtract Decimals

M-23 Multiply Decimals

M-30 Read and Write Percents

M-36 Compute Discounts, Markup, Tax, Commission, Interest

M-71 Use Calculator Operations

M-73 Estimate To Determine If Solutions Are Reasonable

aM = Math

441 1
I 8



WORKPLACE LITERACY

Computation Skills

Whole Numbers

Modules 1, 3, 4, 5

Decimals Fractions

Modules 18, 20, 21, 22, 23

Percents

Modules 30, 36

Calculator Concepts

Modules 71, 73



VENN. ....;)=01wm0
Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers'11
Pre-Test

1. How would you write four thousand sixty-two
in numerals?

A. 4,62
B. 4,062
C. 4,620
D. 4000,62

2. In 8,415 what number is in the hundreds' place?

A. 1
B. 4
C. 5
D. 8

3. What would be the next two numbers in the following
series?

37, 38, 39 .

A. 25, 26
B. 35, 36
C. 40, 41
D. 50, 51

Notes

Answers:

I. B

2. B

3. C

School TSD-2 0037 a
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Duty: Whole Numbers

Task:. M-1 Read and Write Whole Numbers

What: (Performance Objective)

You will read and write whole numbers.

When: (Criteria)

You will be able to read and write whole numbers
correctly when you can answer 2 of the 3 questions
on the post-test correctly.

Why:

It is important to be able to read and write whole numbers
to avoid errors when making change, counting supplies,
and perfoming other customer service activities.

Notes

0 1989 Los Aeries Unified School Mulct
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Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

7 -74V.

Instruction: Notes

1 . Take the pre-test. 1. Give the pre-wst.

2. Read the performance objective page. 2. Have class/person read the
peiformance objective page.

3. Take part in the discussion led by your instructor.
3. Provide for a discussion of

4. Do the practice exercise. what whole numbers are.

5. Pass the post-test. 4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Clve the post-test.

8. Recycle until the student
can answer 2 of 3 questions
on the post-test correctly.

fr 1989 Los Angeles Unified School District 3 TSD-2 01137
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Duty: Whole Numbers

Task: 1,1 .11 ik

Practice:
Complete the practice exercise.

READ AND WRITE WHOLE NUMBERS

Directions: If you need scrap paper, ask your
instructor for a blank piece of paper.

The purpose of this practice is to help you
read and write whole numbers.

Read each question. Then read all four of the
choices listed. Select the ONE choice which
best answers the question or completes the
sentence. Mark this choice on the answer
sheet provided by your instructor.

1. What is the total number of words in the box below?

Icar, brakes, oil, tires, bolts, hose, belt, pump, gas

A. 9
B. 10
C. n
D. 12

2. What is the total number of circles in the box below?

0 0 0 0 0 0 0 0 0. 0
0 0 0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0

A. 18
B. 25
C. 27
D. 28

Notes

Provide paper for answers
and computing.

Answers to practice exeicise.

1. A 21. B
2. D 22. C
3. C 23. D
4. B 24. A
5. B 25. B
6. C 26. D
7. C 27. C
8. A 28. B
9. B 29. A

10. C 30. A
11. B 31. D
12. A 32. D
13, A 33. A
14. C 34. C
15. C 35. C
16. B 36. D
17. D 37. A
18. D 38. C
19. D 39. B
20. A 40. A

1989 Los Angeles Unified Schuol District 4 TSD-2 0038 CO
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Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

Practice:
3. How would you write ten thousand in numerals?

A. 100
B. 1,000
C. 10,000
D. 10,000,000

4. How would you write four thousand sixty-two in numerals?

A. 4,62
B. 4,062
C. 4,620
D. 4000,62

5. In 8,415 what number is in the hundreds' place?

A. 1

B. 4
C. 5
D. 8

6. What would be the next two numbers in the following series?
37, 38, 39
A. 25, 26
B. 36, 35
C. 40, 41
D. 50, 51

7. How would you write eight hundred seventy?

A. 8070
B. 807
C. 870
D. 80070

8. What is the ten thousands digit in 6,543,210?

A. 4
B. 5
C. 3
D. 2

1989 Los Angeles Unified School District 5 TSD-2 0039 C
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Duty: Whole Numbers

Task: M4 Read and Write Whole Numbers

Practice:

9. Which of the following numbers has a 3 in the tens' place and a 7 in the ones' place?

A. 3,417
B. 4,137
C. 4,317
D. 7,341

10. How would you write 5,209,000 in wore3?

A. five thousand two hundred nine thousand
B. five million two hundred nine
C. five million two hundred nine thousand
D. five, two oh nine million

11. Which of the following numbers is equal to 13 thousands and 70 ones?

A. 1,370
B. 13,070
C. 130,070
D. 1,300,070

12. When we count by ones what will be the next two numbers following 8,010?

A. 8,011; 8,012
B. 8,110; 8,210
C. 8,008; 8,009
D. 8,020; 8,030

13. Arrange these numbers in order from smallest to largest.

280, 9890, 8980, 890

A. 280, 890, 8980, 9890
B. 280, 890, 9890, 8980
C. 890, 280, 9890, 8980
D. 9890, 8980, 890, 280

14. How would you read 1,026?

A. one thousand two hundred six
B. ten thousand twenty-six
C. one thousand twenty-six
D. one hundred twenty-six

0 1989 Las Angeles Unified School District 6 TSD-2 0040 CO
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Duty: Whole Numbers

Task: --M:1Read and Write Whole Numbers

Practice:

15. What is the total number of checks in the box below?

A. 40
B. 41
C. 42
D. 43

# # # # # # # # # # # # # # # # # # # # #
# # # # # # # # # # # # # # # # # # # # #

16. How would you write two million three thousand twenty-seven in numerals?

A. 2,300,027
B. 2,003,027
C. 2,000,327
D. 2,000,3027

17. Round 862,458 to the nearest thousand.

A. 862,000
B. 860,000
C. 862,460
D. 862,500

18. Which is most?

A. one hundred thirty-nine
B. one hundred forty-eight
C. one hundred fifty-two
D. one hundkx1 fifty-seven

19. Round 139 to the nearest hundred.

A. 200
B. 140
C. 130
D. 100

0 1919 Los Ampler Unified School District
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Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

Practice:

20. The population of Sacramento, California is 50,319. Round this number to th: nearest
thousand.

A. 50,000
B. 50,300
C. 50,320
D. 60,000

21. What is the total number of words in the box below?

drill, chisel, plane, auger, bit, rachet

A. 5
B. 6
C. 7
D. 11

22. What is the total number of circles in the box below?

O 00000
O 0000
O 000
O 00
O 0
0

A. 17
B. 19
C. 21
D. 15

23. How would you write one thousand in numerals?

A. 10
B. 100
C. 110
D. 1,000

0 1989 lAs Angeles Unified School Dis
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Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

Practice:

24. How would you write ten thousand fourteen in numerals?

A. 10,014
B. 10,104
C. 10,140
D. 14,010

25. In 9,453 what is in the hundreds' place?

A. 3
B. 4
C. 5
D. 9

26. What would be the next number in the following series?
36, 37, 38, 39,

A. 35
B. 38
C. 37
D. 40

27. How would you write 250,090 in words:

A. twenty-five thousand ninety
B. two hunched five thousand ninety
C. two hundred and fifty thousand ninety
D. two hundred and fifty thousand nine

28. What is the digit in the ten-thousands' place for 789,014?

A. 7
B. 8
C. 9
D. 0

0 1989 Los Angeles Unified School District 9
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Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

Practice:

29. Which of the following numbers has a 7 in the hundreds' place and a 1 in the
ones' place?

A. 2,701
B. 2,071
C. 7,201
D. 7,210

30. How would you write 8,000 in words?

A. eight thousand
B. eighty thousand
C. eight hundred thousand
D. eighty hundred

31. Which of the following numbers is equal to 17 thousand and 17 ones?

A. 1,717
B. 17,170
C. 17,177
D. 17,017

32. When we count by ones, what will be the next number foliowing 8,797?

A. 8,797
B. 8,897
C. 9,798
D. 8,798

33. Count the number of Ws in the box.

# # # # # # # # # # # # # # # #
# # # # # # # # # # # # # # #

A. 31
B. 32
C. 33
D. 34

0 1989 Los Angeles Unified School District 10 TSD-2 0044 CO
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Duty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

Practice:

34. How would you read 5,040?

A. fifty thousand forty
B. five thousand four hundred
C. five thousand forty
D. five hundred thousand four

35. Which number is smallest?

A. 568
B. 1,215
C. 432
D. 1,000

36. How would you write three million, twenty thousand, seventy three?

A. 320,730
B. 3,200,703
C. 3,020,730
D. 3,020,073

40
37. Round off 42,637 to the nearest ten.

A. 42,640
B. 42,600
C. 42,000
D. 43,000

38. Which is the most?

A. one thousand two
B. one thousand three
C. one thousand ten
D. one thousand

0 1989 Los Angeles Unified School Dis 11
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Duty: Whole Numbers,

Task: M-1 Read and Write Whole Numbers

Practice:

39. Round 257 to the nearest ten.

A. 250
B. 260
C. 300
D. 255

40. The 1980 population of Malibu, California was 32,426. Round this number to the nearest
thousand.

A. 32,000
B. 32,400
C. 33,000
D. 33,400

0 1989 Los Modes Unified School District 12 TSD-2 0046 CO
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Dv ty: Whole Numbers

Task: M-1 Read and Write Whole Numbers

Post-Test

1. How would you write four thousand sixty-two

in numerals?

A. 4,62

B. 4,062

C. 4,620

D. 4000,62

2. In 8,415 what number is in the hundmds' place?

A. 1

B. 4
C. 5
D. 8

3. What would be the next two numbers in the following

series?

37, 38, 39 .

A. 25, 26

B. 35, 36

C. 40, 41

D. 50, 51

Answers:

1. B
2. B
3. C

Notes

0 1989 lon Angeles Mend School Diana 13
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Duty: Whole Numbers

Task: M-3 Add Whole Nunbers

Pre-Test
1. 7 + 9 =

A. 13
B. 16
^,. 17
D. 79

2. 42
IX_
A. 49
B. 59
C. 69
D. 4,227

3. Find the sum of 63, 5, 86, and 307.

A. 361
B. 460
C. 461
D. 2,297

Notes
Answers:

1. B
2. C
3. C

0 1989 Los Angeles Unified School Disnict 1
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, Duty: Whole Numbers

Task: M-3 Add Whole Nunbers

What: (Performance Objective)
You will subtract whole numbers.

When: (Criteria)
You will be able to subtract whole numbers comedy

when you can answer 2 of the 3 quesdons on the
p- st-test correctly.

Why:
It is important to be able to subtract whole numbers to

avoid errors when adding a guest check, ordering supplies
and perfoming other customer service activities.

Notes

.

C 1989 Los Angeles Unified School District TSD-3 0002 CO
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Duty: Whole Numb=

Task: fv1-3 Add Whole Numbers

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Take part in the discussion led by your.instructor.

4. Do the practice exercise.

5. Pass the post-test.

Notes
1. Give the pre-test

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
adding whole numbers.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to whilh
'ads module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

0 1989 Los Amides Unified School District

_
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Client: LAUSD
LEARNING MODULE Occupation: Customer Service

Date: 1131/89

Duty: Whole Numbers

Task: 11-3 Add Whole Nunbers

Practice:
Complete the practice exercise.

DIRECITONS: If you need scrap paper, ask your instructor
for a blank piece of paper.

The purpose of this practice is to help you.
add whole numbers.

Read each question. Then read all four of
the choices listed. Select the ONE choice
which best answers the questiZTif com-
pletes the sentence. Mark this choice on the
answer sheet provided by your instructor.

.

1. 4 + 5 =

A. 9
B. 11
C. 45
D. 54 .

2. 7 + 9 =

A. 13
B. 16
C. 17
D. 79

3. 42
+ 27

Notes
Provide paper for answers and
computing.

Answers to practice exercise.

1. A 21. A
2. B 22. D
3. C 23. C
4. A 24. A
5. D 25. D
6. C 26. D
7. D 27. B
8. A 28. C
9. C 29. B

10. A 30. A
11. B 31. C
12. C 32. C
13. B 33. A
14. D 34. D
15. B 35. A
16. D 36. D
17. B 37. C
18. C 38. B
19. D 39. B
20. A 40. B

A. 49
B. 59
C. 69
D. 4,227

4. 8+2+6+ 6=

A. 22
B. 28
C. 52
D. 148

0 1988 Educational Data Systems, Inc. TSD-3 0004 CO
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Duty: Whole Numbers

M-3 Add Whole NumbersITask:

Practice: Notes
5: 67

+ 39

A. 16

.

B. 28
C. 105
D. 106

6. 35 + 53 + 97 =

A. 88
B. 175
C. 185
D. 285

7. 98
26

+ 83 .

A. 167
B. 197
C. 198
D. 207

8. 11 + 101 + 110 =

A. 222
B. 232
C. 321 .

D. 322

9. 4,763
+ 2 572

A. 2,191
B. 7,235
C. 7,335
D. 9,336

0 1989 Los Angola Unified School District 5
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Duty: Whole Numbers

Task: M-3 Add Whole Numbers

Practice:
10. 47 +423+ 8=

A. 478
. B. 495

C. 498
D. 1,693

11. 201 plus 2,100 equals

A. 1,401
B. 2,301
C. 22,100
D. 2,002,101

12. Fmd the sum of 63, 5, 86, and 307.

A. 361
B. 460
C. 461
rJ. 2,297

13. Add 5,582
4

6 209

A. 11,785
B. 11,795
C. 11,831
D. 15,795

.14. Add 8,466
727

84

A. 9,167
B. 9,176
C. 9,276
D. 9,277

Notes

e 1989 Log Angela Unified School District 6 TSD-3 OP06 CO



Duty: Whole Numbers

Task: M-3 Add Whole Numbers

15. 43,022
+ 16 941

A. 59,063
B. 59,963
C. 60,963
D. 69,063

16. 183
+ 457

A. 530
B. 630
C. 540
D. 640

17. 2,405
147
574

+ 3 813

A. 6,839
B. 6,939
C. 6,940
D. 7,039

18. 8,070 + 807 =

A. 1,677
B. 8,814
C. 8,877
D. 80,877

19. 8,888 + 20 =

A. 8,900
B. 9,008
C. 8,000
D. 8,908

Practice: Notes

19119 Us Angeles Unified School Dis . TSD-3 0007 CO
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Duty: Whole Numbers

Task: M-3 Md Whole Numbers

Practice: Notes
20. 576

+ 607

A. 1,183
B. 1,173
C. 1,283
D. 1,284

21. 5 + 6 =

A. 11
B. 10
C. 56
D. 9

22. 4 + 9 =

A. 10
B. 11
C. 12
D. 13

.

23. 56
+ 12 .

A. 44
B. 59
C. 68
D. 78

24. 4 + 3 + 7 + 7 =
.

A. 21
B. 23
C. 56
D. 437

25. 39
+ 69

A. 88
B. 89
C. 98
D. 108

NINE I 111....
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Duty: Whole Numbers

Task: M-3 Add Whole Numbers

Practice:
26. 37 +64 +29=

A. 111
B. 119
C. 120
D. 130

27. 87
43

±-22_

A. 199
B. 209
C. 211
D. 219

28. 22+221 +122=

A. 222
B. 212
C. 365
D. 441

29. 2,345
+ 3 567

A. 4,789
B. 5,912
C. 5,902
D. 6,912

30. 54+532 +1 =

A. 587
B. 577
C. 584
D. 987

31. 410 plus 4,100 equals

A. 850
B. 8,200
C. 4,510
D. 4,100,410

Notes

0 1989 Las Anodes Unified School District 9 TSD-3 0009 CO
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Duty: Whole Numbers

Task: M-3 Add Whole Numbers

Practice:
32. Find the sum of 64, 8, 77, and 446.

A. 510
B. 577
C. 595
D. 1,518

33. Add 8,871
3

3 000

A. 11,874
B. 18,714
C. 8,868
1). 11,784

34. Add 4,379
738

78

A. 4,993
B. 5,458
C. 5,195
D. 5,555

35. 54,007
+ 17 994

A. 72,001
B. 71,001
C. 72,991
D. 71,991

36. 5,676
1_1.141

A. 11,117
B. 11,217
C. 12,117
D. 12,217

Notes

0 1989 Los Angeles Coifted School District TSD-3 0010 CO
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Duty: Calculator Concepts

Task: M-3 Add Whole Numbers

Practice:
37. 1,201

+ 323

Notes

.

.

A. 1,624
B. 1,523
C. 1,524
D. 2,534

38. 10,009 + 299 =

A. 10,299
B. 10,308
C. 10,409
D. 12,990

39. 6,666 + 40 =

A. 6,700
B. 6,706
C. 7,006
D. 7,706

40. 79
+ 23

A. 92
B. 102
C. 103
D. 113

0 1989 Los Amelia Unified School District 11
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Duty: Whole Numbers

Task: M-3 Add Whole Numbers

Post-Test
1.7+9=

A. 13
B. 16
C. 17
D. 79

2. 42

A. 49
B. 59
C. 69
D. 4,227

3. Fmd the sum of 63, 5, 86, and 307.

A. 361
B. 460
C. 461
D. 2,297

Notes
Answers:

1. B
2. C .

3. C

0 19U Educational Data System Inc. 12 TSD-3 0012 CO
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1 Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Pre-Test
1. 19

z.6.

A. 3
B. 7
C. 12
D. 13

2. 103 - 76 =

A. 23
B. 26
C. 27
D. 37

3. Fmd the difference between 3,281 and 5,982.

A. 1,299
B. 1,399
C. 2,699
D. 2,701

Notes
Answers:

1. D
2. C
3. D

445
TSD-3 0001 CO



Duty; Whole Numbers

Task: M-4 Subtract Whole Numbers

W

What: (Performance Objective)
You will subtract whole numbers.

When: (Criteria)
You will be able to subtract whole numbers correctly

when you can answer 2 of the 3 questions on the
post-test conntly.

Why:
It is important to be able to subtract whole numbers to

avoid errors when adding a guest check, ordering supp!ies
and pertbrming other customer service activities.

Notes

0 1989 bss Amiss Unified School District 2 TSD-3 0002 co
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Take part in the discussion led by your instructor.

4. Do the practice e: misc.

5. Pass the post-test

Notes
1 . Give the pre-test.

2. Have class/penon read the
performance objective page.

3. Provide for a discussion on
adding whole numbers.

4. Allow students to complete
the practice exercises.

5 . Correct practice exercises
with student

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7 . Give the post-test

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

I

6 1949 Las Aviles Unified School District 3
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Practice:
Complete the practice exercise.

DIRECI1ONS: If you need scrap paper, ask your instructor
for a blank piece of paper.

The purpose of this practice is to help you
subtract whole numbers.

Read each question. Then read all four of
the choices lisW. Select the ONE choice
which best answers the questionv-rx com-
pletes the sentence. Mark this choice on the
answer sheet provided by your instructor.

1. 7
-4

A. 2
B. 3
C. 4
D. 11

2. 19
- 6

A. 3
B. 7
C. 12
D. 13

3. 3,288
- 2,135

A. 153
B. 1,143
C. 1,153
D. 5,423

0 19119 Los Anseke Unified School District

Notes
Provide paper for answers and
comPuting.

Answers to practice exercise.

1.
2. D
3. C
4. D

21. B
22. C
23. D
24. C

5. C 25. A
5. A 26. B
7. B 27. B
8. A 28. A
9. B 29. D

10. C 30. B
11. A 31. C
12. C 32. A
13: D 33. D
14. A 34. B
15. D 35. C
16. A 36. A
17. D 37. D
18. B 38. C
19. C 39. A
20. B 40. C

TSD-3 0004 CO
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Duty: Whole Numbers

k,
Task: M-4 Subtract Whole Numbers

i Practice:
4. 96

- 24

Notes

.

A. 60
B. 62
C. 70
D. 72

5. 103-76=

A. 23
B. 26
C. 27
D. 37

6. 54-26=

A. 28
B. 32
C. 80
D. 90

7. 383- 201=

A. 173
B. 182
C. 404
D. 2,283

8. 5,000
_:..1112.1.

A. 1,905
B. 1,995
C. 2,005
D. 2,905

0 1989 Lae Angeles Unified School District TSD-3 0005 CO
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Duty: Whole Numbers ?

Task: M-4 Subtract Whole Numbers

Practice:
9. 853 - 71 =

A. 143
B. 782
C. 822
D. 882

10. Subtract 504 from 905.

A. 391
B. 399
C. 401
D. 499

11. 6,050_-4 275

Notes

.

_
A. 1,775
B. 1,785 .

C. 1,975
D. 2,775

12. 1,385
z_471.

A. 809
B. 908

. C. 909
D. 919

13. 77,285
:_4_
A. 76,171
B. 77,191
C. 77,271
D. 77,281

0 1989 Los Anodes Unified School District 6 450
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: Duty: Whole Numbers
s

Task: M-4 Subtract Whole Numbers

A

Practice:
14. 46 - 27 =

A. 19
B. 21
C. 28
D. 29

15. Subtract 3,281 from 5,982.

A. 1,299
B. 1,399
C. 2,699
D. 2,701

16. 1,602
- 684

Notes

.

.

,

A. 918
B. 1,028
C. 1,928
D. 2,082

17. 34 - 28 =

A. 16
B. 14
C. 8
D. 6

18. Find the difference between 63 and 46.

A. 13
B. 17
C. 23
D. 27

0 1989 Los Angeles Unified School District
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Duty: Whole Numbers

Task: Ni-t Subtract Whole Numbers

Notes

.

.

Practice:
19. 107 - 79 =

A. 39
B. 29

.

C. 28
D. 22

20. 75

A. 37
B. 27
C. 26
D. 25

21. 8

--.3.

A. 4
B. 5
C. 6
D. 7

22. 17
- 4

A. 11
. B. 12

C. 13
D. 15

23. .680
zit&
A. 52
B. 420
C. 440
D. 520

0 1989 Las Angeles Unified School District
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Practice:
24. 87

az
A. 47
B. 57
C. 60
D. 64

25. 106- 14=

A. 92
B. 94
C. 96
D. 102

26. 47- 43=

A. 3
B. 4
C. 14
D. 44

27. 450 minus 125 =

A. 475
B. 325
C. 300
D. 250

28. 6,000
- 5 989

Notes

A. 11
B. 21
C. 101
D. 111

..---------------iii,------------
1989 Los Made. Unified School Disnict 9 TSD-3 0009 CO
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

29. 741 - 56 =

A. 595
B. 585
C. 695
D. 685

41.1.11.0.111411111111.111.11.

Practice:

30. Subtract 501 from 805.

A. 299
B. 304
C. 306
D. 696

31. 4,495
- 3 279

A. 1,124
B. 1,206
C. 1,216
D. 1,224

32. 7,040
- 2 505

A. 4,535
B. 4,545
C. 5,535
D. 5,455

Notes

0 1989 Los Moles Unified School District 10
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Practice:
33. 1,000,000

2

A. 888,888
B. 998,998
C. 999,888
D. 99),998

34. 10,721
- 2.821

A. 7,100
B. 7,900
C. 8,100
D. 8,121

35. Subtract 1,673 from 4,774.

A. 2,199
B. 2,910
C. 3,101
D. 6,899

36. 75
- 33

A. 42
B. 43
C. 32
D. 24

Notes

0 1989 1.4e Angeles Unified School Distect 11 TSD-3 0011 CO
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Practice
37. 91

- 22

A. 79
B. 72
C. 71
D. 69

38. Find the difference between 10,000 and 100.

A. 900
B. 9,000
C. 9,900
D. 9,990

39. 6,001

A. 5,939
B. 5,949
C. 5,063
D. 6,063

40. 100

A. 72
B. 64
C. 62
D. 52

Notes

0 1919 Los Angela Unified School Dig 12 TSD-3 0013 CO
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A. '299
B. 1,399
C. 2,699
D. 2,701

0 1989 Los Amass Unified School District 13 TSD-3 0312 CO
et
4. I



_

,>,,, , '$'0,,,,k,,,c. ',...".... .ton.,, 0,. ,s, , , , , s , .

Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

Pre-Test Notes
1. 29 Answers:

x 4
1. D

A. 96 2. C
B. 106 3. C
C. 108
D. 116

2. 26 . 13 .

A. 39
B. 38
C. 338
D. 348

3. What is the poduct of 46 and 32?

A. 78
B. 1,380
C. 1,472
D. 1,792

0 1989 Lis Angeles Unified School District !
1 0
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Duty: Whole Numbers

Task: M-5 Multiolv Whole Nmsbers

What: (Performance Objective)
You will multiply whole numbers.

When: (Criteria)
You will be able to multiply whole numbers correctly

when you can answer 2 of the 3 questions on the
post-test correctly.

Why:
It is important to be able to multiply whole numbers

when computing multiple food orders, drink orders,
and when performing other customr service activities.

Notes

.

.

School D 2 TS0-3 0002 CO



Duty: Whole Numbers

Task: M-5 Mu ltiolv Whole Numbers

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Participate in the disccussion led by your instructor.

4. Do the practice exercise.

5. Pass the post-test.

Notes
1. Give the pre-test

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
multiplying whole numbers.

4. Allow students to complete
the practice exercises.

5. Correct practice exocises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

0 1989 Los Angeles Unified School Dis TSD-3 0003 CO
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Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

Practice:
Complete the practice exercise.

DIRECI1ONS: If you need scrap paper, ask your instructor
for a blank piece of paper.

The purpose of this practice is to help you
multiply whole numbers.

Read each question. Then read all four of
the choices listed. Select the ONE choice
which best answers the questigirr com-
pletes the sentence. Mak this choice on the
answer sheet provided by your instructor.

1.9x6=

A. 48
B. 54
C. 56
D. 63

2. 29
x 4

A. 96
B. 106
C. 108
D. 116

3. 3x 26 =

A. 58
B. 68
C. 78
D. 87

Notes
Provide paper for answers and
computing.

Answers to practice exercise.

1. B
2. D

21. C
22. D

3. C 23. A
4. A 24. A
5. B 25. B
6. B 26. B
7. C 27. C
8. C 28. A
9. D 29. D

10. B 30. B
11. A 31. C
12. A 32. B
13. D 33. D
14. B 34. B
15. C 35. C
16. A 36. A
17. D 37. D
18. C 38. D
19. C 39. C
20. A 40. A

o 199 Los Angeles thrilled School District 4
1
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Duty: Whole Numbers

Task: M-5 Multiobahok Numbers

Practice:
4. 429

x 7

A. 3,003
B. 2,903
C. 2,976
D. 2,803

5. 5,473
x 8

A. 43,764
R. 43,784
C. 4'4,792
D. 4804

6. 15 x 19 =

A. 134
B. 285
C. 1,095
D. 1,519

7. 26 . 13 =

A. 39
B. 38
C. 338
D. 348

S. What is the product of 46 and 32?

A. 78
B. 1,380
C. 1,472
D. 1,792

Notes

0 1989 Los Anieles Unified School District 5 TSD-3 0005 CO
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Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

Practice:
9. 5 x3 x7 =

A. 56
B. 82
C. 95
D. 105

10. 10x 10x 10=

A. 100
B. 1,000
C. 1,100
D. 10,000

11. 78
x 62

A. 4,836
B. 4,830
C. 4,786
D. 624

12. 46

A. 3,818
B. 3,418
C. 4,018
D. 1,419

13. 4,798

A. 32,586
B. 33,686
C. 33,545
D. 33,586

...11111.1.11.11=111111.1Immr,.
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Duty: Whole Numbers

Task: M-5 Multiolv Whole Numbers

Practice:
14. 516

x 300

Notes

A. 15,480
B. 154,800
C. 155,800
D. 1,558,000

15. 48

A. 1,480
. B. 2,480

C. 2,880
D. 3,080

16. 34 .

x 17

A. 578
B. 561
C. 588
D. 375

17. Multiply 4,016 by 2.

A. 4,032
B. 8,216
C. 8,320
D. 8,032

18. 68,000 x 8 =

A. 5,440
B. 54,400
C. 544,000
D. 5,440,000

01989 Loi Angeles Unified School District 7
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Duty: Whole Numbers

Task: M-5 Multiolv Whole Numbers

19. 19
IUD_

A. 399
B. 310
C. 380
D. 210

20. Which is largest?

A. 5 x 7
B. 4 x 8
C. 3 x 11
D. 6 x 4

21. 7 x 5 =

A. 28
B. 30
C. 35
D. 57

22. 15
Ai
A. 55
B. 95
C. 105
D. 135

23. 4x 24=

A. 96
B. 86
C. 68
D. 48

Practice: Notes

.

0 1989 Los Angeles Unified School District
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1 Duty: Whole Numbers

Task:, M-5 Multiply Whole Numbers

Practice:
24. 617LI

A. 1,851
B. 1,921
C. 1,922
D. 2,751

25. 7,121-iti
A. 11,442
B. 28,484
C. 28,848
D. 47,565

26. 12 x 17 =

A. 108
B. 204
C. 208
D. 719

27. 13 . 13 =

A. 26
B. 39
C. 169
D. 1,313

28. What tb *he product of 36 of 63?

A. 2268
B. 2368
C. 2700
D. 9900

Notes

.

.

.
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Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

Practice: Notes
29. 7 x 6 x5 =

A. 30
B. 42
C. 200
D. 210

30. 10 x 10 x 1 =

A. 10
B. 100
C. 110
D. 1,000

31. 516
x 100

A. 516
B. 5,160
C. 51,600
D. 516,000

32. 555
x 21

A. 1,665
B. 11,655
C. 16,656
D. 16,566

10

21;7
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Duty: Whole Numbers

Task: M-5 Multiply Whole Nembels

Practice:
33. 2,109

x 14

Notes

.

.

A. 10,545
B. 12,113
C. 16,109
D. 29,526

34. 84
x 76

A. 7,684
B. 6,384
C. 6,200
D. 1,510

35. 30

A. 210
B. 390
C. 270
D. 309

36. 43
x 52

A. 2236
B. 2,136
C. 1,116
D. 3,466

0 1919 Los Angeles Unified School Disuict 11
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Practice
37. Multiply 192 by 6.

A. 1,142
B. 1,088
C. 3,552
D. 1,152

38. 6,051
1_1_
A. 18,053
B. 18,015
C. 18,083
D. 18,153

39. 453
./211_

A. 664
B. 1,812
C. 95,583
D. 98,777

A. 8 x 7
. B. 4 x 7

C. 7 x 6
D. 9 x 6

0 1909 US Angelo Unified School District 12
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Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

Post-Test Notes

1. 29 Answers:
x 4

1. D
A. 96 2. C
B. 106 3. C
C. 108
D. 116

2. 26 . 13 =

A. 39
B. 38
C. 338
D. 348

3. What is the product of 46 and 32?

A. 78
B. 1,380
C. 1,472
D. 1,792

0 1919 Los Angeles Unified School District 13 TSD-3 0012B CO
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D uty : Decimal Fractions

Task: M-18 Read and Write Decimals

Pre-Test
1. Eight and three tenths is:

A. 8.03
B. 8.3
C. .83
D. 80.3 .

2. Which of these decimals is largest?

A. .501
B. .505
C. .055
D. .55

3. Which of the following is canal to 0.5?

A. 0.0005
B. 0.005
C. 0.05
D. 0.50

Notes
Answers:

1. B
2. D
3. D

.

0 1989 Los Angeles Unified School District 1 nri1j.yi
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Duty: Decimal Fractions ,.

.

Task: M-18 Read and Write Decimals

What: (Performance Objective)
You will read and write decimal fractions.

When: (Criteria)
You will be able to read and write decimal fractions

correctly when you can answer 2 of the 3 questions on
the post-test correctly.

Why:
It Ls important to be able to read and write decimal

fractions as money is written with the "change" portion
as a decimal fraction. In customer service occupations
you deal with money.

Notes

40111111~WIMMOVIIIIMMIMONINIMINEWWSNIONIOIMINIMIONIMMI,
0 1989 Los Ampler Unified School District 2
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Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Take part in the discussion led by your instructor.

4. Do the practice exercise.

5. Pass the post-test.

Notes
1 . Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
reading and writing decimals.

4. Allow students to complete
the practice exercises.

5. COffCCt practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

01989 Lee Angeles Unified School Distinct 3 TSD-3 0003 CO
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Practice:
Complete the practice exercise.

DIRECTIONS: if you need scrap paper, ask your instructor
for a blank piece of paper.

The purpose of this practice is to help you
read and write decimals.

Read each question. Then read all four of
the choices lisW. Select the ONE choice
which best answers the quest:17;r com-
pletes the sentence. Mark this choice on the
answer sheet provided by your instructor.

1. Which of the following is the smallest number?

A. .433
B. .43
C. .043
D. .403

2. Eight and three tenths is

A. 8.03
B. 8.3
C. .83 .
D. 80.3

3. In 895.723 what numeral represents hundredths?

A. 2
B. 5
C. 7
D. 9

Notes
Provide paper for answers and
computing.

Answers to practice exercise.

1. C 21. B
2. B 22. C
3. A 23. B
4. D 24. D
5. A 25. A
6. D 26. C
7. B 27. D
8. C 28. A
9. B 29. B

10. A 30. A
11. C 31. B
12. B 32. A
13. D 33. D
14. A 34. B
15. D 35. D
16. A 36. C
17. C 37. A
18. B 38. C
19. C 39. C
20. D 40. D

0 1989 Los Amides Unified School District 4
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Duty: Decinal Fractions
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Task: M-18 Reuct and Write Decimals

Practice:
4. Which of dx knowing is equal to 0.5?

A. 0.0005
B. 0.005
C. 0.05
D. 0.50

Notes

5. Which of the following is a way of writing threc
and two thousandths?

A. 3.002
B. 3.02
C. 3.2
D. .032

6. Which of the following is a way of writing ten
and thirty-five thousandths?

A. 10.0035
B. 10.350
C. 10.35
D. 10.035

7. Which of the following is a way of writing
forty-two hundredths?

A. .0042
B. .42
C. 42.00
D. 4200

8. How should 7.03 be read?

A. 7 point 3
B. 7 and 3 tenths
C. 7 and 3 hundredths
D. 7 and 3 thousandths

O 1989 Los Angela Unified School District 5 TSD-3 0005 CO
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, Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Practice:
9. Round 7.892 to the nearest one.

A. 7
B. 8
C. 8.0
D. 7.9

10. Round 84.687 to the nearest tenth.

A. 84.7
B. 84.69
C. 84.6
D. 85

11. Which of these numbers is the largest?

A. .02
B. .2
C. 2
D. 1.22

12. What is the decimal for thirty and eighteen
thousandths?

A. 30.18
B. 30.018
C. 30.180
D. 30.0018

13. The 7 in 3.187 means

A. 7 tenths
B. 7 hundreds
C. 7 hundredths
D. 7 thousandths

Notes

.

0 1989 Los Mph' Unified School District 6
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k Duty: Decimal Fitt:dons

Task: M-18 Read and Write Decimals

Practice:
14. Round 29.45 to the nearest one.

A. 29
B. 29.40
C. 29.50
D. 30

15. Which of these decimals is largest?

A. .501
B. .505
C. .055
D. .55

16. Two hundred one thousandths is

A. .201
B. .0201
C. 200.0001
D. 201.000

17. Which one of the following numbers is greater
in value than .561?

A. .5 .
B. .516
C. .6
D. .51

18. Which of the following is a way of writing five
hundred one thousandths?

A. .0501
B. .501
C. 501,000
D. 500.1

Notes

0 IS 19 Los Angeles Unified School District
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Practice:
19. Which of the following is in order from largest

to smallest?

A. .20, .25, 1.50, 2.05
B. 2.05, 1.50, .20, .25
C. 2.05, 1.50, .25, .20
D. 1.50, 2.05, .25, .20

A. How would you read the decimal .002?

A. two thousands
B. two ten thousandths
C. two hundredths
D. two thousandths

21. Which of the following is the largest number? .

A. .8
B. .9
C. .808
D. .889

22. One and five tenths is

A. 1.05
B. 1.510
C. 1.5
D. .1510

23. In 4,678.932 what numeral represents hundredths?

A. 2
B. 3
C. 4
D. 6

Notes

0 1939 Los Angeles Unified School District TSD-3 0008 CO
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

NotesPractice:
24. Which of the following is equal to .78?

A. 0.708
B. 0.078
C. 0.870
D. 0.780

25. Which of the following is a way of writing
two and 5 tenths?

A. 2.5
B. 2.05
C. .25
D. .205

26. Which of the following is a way of writing
two hundredths?

A. 200.0
B. .200
C. .02
D. .002

27. Which of the following is a way of writing
thirty sever hundredths?

A. 3700
B. 3700.00
C. .037
D. .37

28. !low should 19.009 be read?

A. Nineteen and nine thousandths
B. Nineteen thousand and nine thousandths
C. Nineteen and nine hundredths
D. Nineteen and ninety hundredths

........ OWN /NA
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Practice:
29. Round 5.509 to the nearest tenths

A. 5.0
B. 5.5
C. 5.51
D. 5.6

Notes

30. Round 103.999 to the nearest one.

A. 104
B. 104.99
C. 104.0
D. 103.99

31. Which of these numbers is the smallest?

A. .01
B. .001
C. .0011
D. .00101

32. Write eiglit and seven thousandths as a decimal.

A. 8.007
B. 8.070
C. 8,087
D. 0.087

33. The 3 in the number 1.2385 means

A. 3 tenths
B. 3 thousandths
C. 3 thousand
D. 3 hundredths

0 1989 Les Angeles Unified School Mutt 10 " D-3 0010 CO
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Practice:
34. Round 123.11 to the nearest tenth.

A. 123.101
B. 123.1
C. 123.0
D. 123.

35. Which of these numbers is smaller than .9?

A. 1.9
B. .901
C. .91
D. .19

36. In which of these numbers does 7 have the
greatest value?

A. 7.0000
B. 70.000
C. 7,000
D. .700000

37. Which of Cm following numbers is greater than .403?

A. .430
B. .043
C. .402
D. .4003

38. Which of the following is a way of writing forty-three
hundredths?

A. 4,300
B. 43.00
C. .43
D. .043

Notes

0 1989 Los Angeles Unified School District 11
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Practice
39. Which of the following is in =ler from smallest

to largest?

A. .27, .06, 1.02, .3
B. .27, .3, .06, 1.02
C. .06, .27, .3, 1.02
D. .3, .27, .06, 1.02

40. How would you read the decimal .04?

A. four tenths
B. four thousandths
C. four hundreds
D. four hundredths

0 1989 Los Amiss Unified School District

Notes
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Duty: Decimal Fractions

Task: M-18 Read and Write Decimals

Post-Test
1. Eight and three tenths is:

A. 8.03
B. 8.3
C. .83
D. 80.3

2. Which of these decimals is largest?

A. .501
B. .505
C. .055
D. .55

3. Which of the following is equal to 0.5?

A. 0.0005
B. 0.005
C. 0.05
D. 0.50

Notes
Answers:

1. B
2. D
3. D .

0 19119 Los Angeles Unified School District TSD-3 00128 CO



Duty: Decimal Fractions

Task: M-20 Round Decimals (Handle Money)

,

t

1.

Pre-Test

Write 2500 another way.

A. $0.25
B. 32.50
C. $25.00
D. $250

2. $.02 is the same as:

A. 200
B. 2 pennies
C. 2 dimes
D. 2 dollars

3 . Round $14.8467 to the nearest cent.

A. $14.84
B. $14.85
C. $14.00
D. $14.90

Answers:

1. B

2. B

3. B

Notes

0 1989 Los Angeles Unified School District 1 TSD-2 0027 CO
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Duty: Jaajolal Fractions

Task: M-213 Round Decimals Glandlejiloney)

What: (Performance Objective)

You will round decimals and handle money.

When: (Criteria)

You will be able to round decimals and handle
money correctly when you can answer 2 of
the 3 questions on the post-test correctly.

Why:

It is important to be able to round decimals and handle
money to avoid errors when making change, computing
a guest check and/or ordering supplies.

"MO

Notes

..111111

0 1989 Los Ameba Unified School District
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Duty: Decimal Fractions

Task: M-20 Round Decimals (Handle Money)

Instruction:

1. Take the pte-test.

2. Read the performance objective page.

3. Take part in the discussion led by your instructor.

4. Do the practice exercise.

5. Pass the post-test.

0 1989 Les Angelo Unified School MUM

Notes

1 . Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
rounding decimals and
handling money.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student
can answer 2 of 3 questions
on the post-test conectly.

3
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Duty: Decimal Fractions

Task: M-20 Round Decimals (Handle Money)

Practice:
Complete the practice exercise.

ROUNDING DECIMALS AND HANDLING MONEY

Direction& (If you need scrap paper, ask your
instructor for a blank piece of paper.)

The purpose of this practice is to help you
round decimals and handle money.

Read each question. Then read all four of the
choices listed. Select the ONE choice which
best answers the question or completes the
sentence. Mark this choice on the answer
sheet provided by your instructor.

1. Which of these coins has the least value?

A.

B.

C.

D.

2. Which of these groups of coins has the greatest value?

A. 3 dimes
B. 1 quarter
C. 17 pennies
D. 5 nickels

Notes

Provide paper for
and computing.

Answers to practice

1. D 16. A
2. A 17
3. C 18. 0
4. B 19. A
5. B 20. B
6. C 21. D
7. A 22. C
8. B 23. A
9. D 24. D

10. D 25. A
11. B 26. B
12. A 27. C
13. D 28. D
14. A 29. D
15. A 30. C

answers

exercise.

0 1989 Los Aqaba Unified School District TSD-2 0028 CO



Duty:....2cfitiasillackes

Task: M-20 ne

Practice:
3. How much is 2 quarters, 3 dimes, and 2 pennies?

A. 670
B. 730
C. 820
D. $1.07

4. How many dimes are there?

A. 1

B. 2
C. 3
D. 4

5. Write 2500 another way.

A. $0.25
B. $2.50
C. $25.00
D. $250

6. How much money?

A. 460 C. 710
B. 550 D. 800

7. Which of these is a correct way to write 5 dollars and
eighteen cents?

A. $5.18
B. 5.180
C. $518
D. $5.80

8. $.02 is the same as

0 1989 Los Angeles Unified School District 5 41 0
4 el a
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Duty: Decimal Frictions

Task: k). I rk, pl.:01 11 119 1/ ,1

Practice:

9. Which of these is the largest amount of money?

A. $.16
B. $4.17
C. $5.95
D. $16

10. $1.46 is the same as

A. 1 dollar-bill, 1 quarter, 1 dime, 1 nickel, 1 penny
B. 10 dimes, 6 pennies, 4 nickels
C. 5 quarters, 1 dime, 3 nickels, 1 penny
D. 2 half-dollars, 1 quarter, 4 nickels, 1 penny

11. Round $14.8467 to the nearest cent.

A. $14.84
B. $14.85
C. $14
D. $14.90

12. Eight thousand fifty six dollars and seventy cents is

A. $8,056.70
B. $8,056.07
C. $8,050.70
D. $856.70

13. Which of the following is the same as $50.07?

A. Five dollars and seven cents
B. Fifty dollars and seventeen cents
C. Fifty dollars and seventy cents
n. Fifty dollars and seven cents

14. Which of these is the largest amount of money?

A. 7 quarters, 1 dime
B. 17 dimes, 1 nickel, 1 penny
C. 1 dollar-bill, 1 half-dollar, 1 quarter
D. 1 dollar-bill, 12 nickels, 12 pennies

0 1969 Los Angeles Unified School Disnict TSD-2 0029 CO
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Practice:
15. If you had one of each of these, how much money would you have?

A. $16.91
B. $15.91
C. $16.41
D. $16.89

16. Which of these coins has the greatest value?

B.

C.

17. Which of these groups of coins has the least value?

A. 3 dimes
B. 1 quarter
C. 17 pennies
D. 5 nickels

18. How much is 3 quarters, 4 nickels, 1 dime and 2 pennies?

A. 670
B. 734
C. 820
D. $1.07

19. Write 250 another way.

A. $0.25
B. $2.50
C. $25.00
D. $250

penny
nickel
dime
quarter
half dollar
dollar
five dollars
mn dollars

,Pa,
o4 9



Duty: Decimal Fractkins

Task: M-20 Round Decimals (Handle Money)

Practice:
20. One dollar equals how many nickels?

A. 10
B. 20
C. 30
D. 40

21. Which of these is the correct way to write five dollars and eighty cents?

A. $5.18
B. 5.800
C. $508
D. $5.80

22, How much money is 4 dimes, I nickel, and 3 pennies?

A. 210
B. 380
C. 480
D. 570

23. $.20 is the same as

A. 200
B. 2 pennies
C. 2 nickels
D. 2 quarters

24. How much money is shown?

A. 160
B. 170
C. 410
D. 210

1,1 .'11111
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Duty: Decimal Fractions

Task: M-20 Roun____cl on

Practice:

25. Which of these is the smallest amount of money?

A. $.16
B. $4.17
C. $5.95
D. $16

26. $1.26 is the same as:

A. 1 dollar-bill, 1 quarter, 1 dime, 1 nickel, 1 penny
B. 10 dimes, 6 pennies, 4 nickels
C. 5 quarters, 1 dime, 3 nickels, 1 penny
D. 2 half-dollars, 1 quarter, 4 nickels, 1 penny

27. $101.11 is the same as:

A. One hundred eleven dollars and one cent
B. One hundred one dollars
C. One hundred one dollars and eleven cents
D. Eleven dollars and eleven cents

28. Two hundred two dollars and 1 cent is

A. $220.01
B. $202.10
C. $220.10
D. $2C2.01

29. Which of these is the largest amount of money?

A. 9 quarters, 1 nickel, 4 pennies
B. 14 dimes, 10 nickels, 10 pennies
C. 1 dollar, 1 quarter, 2 dimes
D. 1 dollar, 3 quarters, 5 dimes, 8 pennies

30. If you have one of each of these,
how much would you have?

A. $31.61
B. $21.36
C. $31.16
D. 41.61

twenty dollar bill
ten dollar bill
one dollar bill
dime
nickel
penny

9 TSD-2 0033 CO
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Duty: Decimal Fractions

Task: M-21 Md Decimals

Pre-Test Notes
1. 52.6 Answers:

+ 1.08
1. A

A. 53.68 - 2. D
B. 56.808 3. C .

C. 536.8
D. .634

2 Add 4, 1.6, and 9.

A. .146
B. .29
C. 1.46
D. 2.9

3. $5.18 + $.09 + $82 =

A. $87.17
B. $80.90
C. $87.27
D. $87.09

,

..........----........----_,...............,----
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Duty Decimal Fractions

Task: M-21 Add Decimals

What: (Performance Objective)
You will add decimals.

When: (Criteria)
You will be able to add decinials correctly when you

can answer 2 of the 3 questions on the post-test correctly.

Why:
It is important to bt able to add decimals to avoid

errors when adding up a guest check (money is written
as decimals) or performing other customer service
activities.

Notes

0 1989 Los Moles Unified School District

I MA I 1 I t- -
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Duty: Decimal Fractions

Task: M-21 Add Decimals

Instruction:
1. Take the pre-test.

Notes
1. Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
adding decimals.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8 . Recycle until the itudent can
answer 2 of 3 questions on
the post-test correctly.

2. Read the performance objective page.

3. Take part in the discussion led by your instructor.

4. Do the practice exercise.

5. Pass the post-test.

41.1.1.1.1MMMINIMIMMIMMOMPIRMIRIMIMMIMIPIOPPIRRIMMIRM
0 1989 lAs Anseles Unified School District 3
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Duty: Decimal Oractions

Task: M-21 Add Decimals

Practice:
Complete the practice exercise.

DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper.

The purpose of this practice is to help you
add decunals.

Read each question. Then read all four of
the choices listed. Select the ONE choice
which best answers the questIM-Fr com-
pletes tbe sentence. Mark this choice on the
answer sheet 7ovided by your instructor.

1. 1.6
3.8

+ 2.9

Notes
Provide paper for answers and
computing.

Answers to practice exercise.

1. C 21. A
2. A 22. C
3. C 23. C
4. D 24. B
5. D 25. C
6. B 26. C
7. B 27. D
S. A 28. D
9. C 29. B

10. D 30. C
11. B 31. A
12. D 32. B
13. D 33. D
14. C 34. B
15. B 35. D
16. A 36. A
17. C 37. D
18. B 38. C
19. A 39. B
20. A 40. A

A. 6.23
B. 7.23
C. 8.3
D. 9.3

2. 52.6
±1111

A. 53.68
B. 56.808
C. 536.8
D. 634

3. $ 2.89
1.58

±1.59_

A. $7.06
B. $7.96
C. $8.06
D. $8.07

0 1919 La Amite Unified School District 4
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Duty: Decimal Fractions '

Task: 14-21 AdcI_______

Practice: Notes
4. .58 + .301 =

A. .00881
B. .359
C. .58301
D. .881

5. Add .4, 1.6, and .9.

A. .146
B. .29
C. 1.46
D. 2.9

6. 2.4
±.4.15_

A. 6.15
B. 7.15
C. 9.25
D. 50.9

7. .08 + 4.26 + 6.93 =

A. 10.17
B. 11.27
C. 12.13
D. 18.19

8. 2.57 .

7.2till .

A. 19.42
B. 18.43
C. 19.52
D. 19.43

.... _ AMAMI,

1989 Los Angeles Unified School
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Duty: Decimal Fractions

Task: M-21 Add Decimals

Practice: Notes
9. .326 + 8.4 + 35 =

A. 43.330
B. 54.500
C. 43.726
D. 43.366

10. .563
+ .287

A. .840
B. .162
C. .580
D. .850

11. .8
.t7

5.
+ 6.293

A. 12.163
B. 12.263

.

C. 11.1263
D. 13.263

12. 3.89 + .6 + .45 =

A. 5.14
B. 5.04
C. 4.40
D. 4.94

13. .312
.047

t_115.6.

A. .1205
B. .1215
C. 1.205
D. 1.215

'
1989 Los Moles Unified School District 6
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Duty: Decimal Fractions

Task: M-21 Add Decimals

,

14. $5.18

A.
B.
C.
D.

15. $8

A.
B.
C.
D.

16. What

A.
B.
C.
D.

17. 35.26
+ 84.27

Practice:
+ $.09 + $82 .

$87.17
$80.90
$87.27
$87.09

+ $1.08 .

$1.16
$9.08
$8.09
$1.88

is the sum of the following numbers?

Notes

3.6 2.07 .417 3.837 18.3 I

28.224
26.8254
18.224
28.214

A. 19.42
B. 119.52
C. 119.53
D. 129.53

18. .56 + .065 .

A. .121
B. .625
C. .635
D. 1.21

1989 Los Angeles Unified School District 7
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. Duty: Decimal Fractions

Task: M-21 Add Decimals
i

i

'
Practice:

i
19. What is more than 6.54?

A. 7.54
B. 6.64
C. 6.55
D. 6.54

20. 3 + 1.4 .

A. 4.4
B. 1.7
C. 7.0
D. 4.2

21. 1.0
.8

Notes

.

.

.

--1.

A. 1.9
B. 1.8
C. 2.9
D. 1.081

22. 7.80tall
A. 8.102
B. 8.02
C. 9.02
D. 9.62

23. 3.89
4.00

+ 5.12

A. 12.101
B. 12.01
C. 13.01
D. 12.91

0 1989 Les Anodes Wiled School District 8
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Duty: Decimal Fracdons

ns.- "%\.\\

Task: M-21 Add Decimals

Practice:
24. .63 + .261 =

A. .324
B. .891
C. 3.24
D. 8.91

25. .1 + S

26. 3.8

A. 8.125
B. 8.25
C. 9.25
D. 16.25

27. .003 + 7.2

A. .723
B. 7.302
C. 7.230
D. 7.203

28. 1.92
7.3

+ .07

A. 8.129
B. 9.79
C. 10.79
D. 9.29

Notes

Los Myles Unified School District
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Duty: Decimal Fractions

sq,

Task: M-21 Add Decimals

Practice:
29..734 +4.1+77 =

A. 82.804
B. 81.R30
C
D. 81.1734

30. .407

A. 1.101
B. 1.011
C. 1.111
D. 1.201

31. .3
.41

5.002
+ 11.938

A. 17.550
B. 17.650
C. 17.750
D. 16.1650

32. 2.45 + .7 +.53=

A. 3.68
B. 3.203
C. 2.98
D. 4.93

Notes

0 1989 Los Angeles Unified School District TSD-3 0010 CO



Duty: Decimal Fractions

Task: M-21 Acid Decimals

Practice:
33. .963

.852
+ .741

A. .2556
B. 2.566
C. 2.557
D. 2.556

34. $17.99 + $.53 + $82 =

A. $ 71.81
B. $100.52
C. $152.99
D. $193.40

35. $21 + $1.05 =

A. $ 1.26
B. $21.26
C. $22.26
D. $22.05

36. What is the sum of the following numbers?

4.3 + 1.5 + 2 + 10.09

A. 17.89
B. 18.09
C. 16.09
D. 8.809

Notes

NTIMPIW17111. Mr111.1.171.1.1.11.101.41MMI,

1989 Los Angeles thilfisd School Maks 11
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Duty: Decimal Flacdons

37. 36.23

A. 147.37
B. 150.07
C. 133.77
D. 143.77

38. .42 + .053 =

A. .475
B. .470
C. .473
D. .4073

Task: M-21 Add Decimals

Practice

39. What number is equal to .1 more than 5.01?

A. 6.01
B. 5.11
C. 5.02
D. 6.10

40. 4 + 5.6 =

A. 9.6
B. 8.6
C 6.0
D. 22.4

Notes

Los Angels Unified School Markt 12 T5D-3 0012A CO
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Duty: Decimal Fractions

Task: M-n Subtract Decimals

Pre-Test
1. 7.853

- 2.461

A. 5.411
B. 5.492
C. 4.392
D. 5.392

2. 51.45 - 9.7 =

A . 41.75
B. 42.75
C. 43.05
D. 50.48

3. Find the difference between .8 and .627.

A. .273
B. .227
C. .173
D. .127

Notes
Answers:

1. D
2. A
3. C

ANN, =MEP

0 1989 Los Angels Unified School District 1
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What: (Performance )bjective)
You will subtract decimals.

When: (Criteria)
You will be able to subtract decimals conectly when

you can answer 2 of the 3 questions on the post-test
correctly.

Why:
It is important to be able to subtract decimals to avoid

errors when adjusting guest checks and performing other
customer service activities.

..

Notes

1989 Las Angeles Unified School District 2 TSD-3 0002 CO

307



7. Give the post-test.

8. Recycle undl the student can
answer 2 of 3 questions on
the post-test correctly.



Practice:
Complete the practice exercise.

DIRECTIONS: If you need scrap paper, ask your instnictor
for a blank piece of paper.

'The purpose of this practice is to help you
subtmct decimals.

Read each question. Then read all four of
the choices listed. Select the ONE choice
which best answers the quesaTr com-
pletes the sentence. Mark this choice on the
answer sheet provided by your instructor.

1. 8.5
- 4.6

A. 4.9
B. 4.1
C. 3.9
D. 3.8

2. 7.853
U45.1

A. 5.411
B. 5.492
C. 4.392
D. 5.392

3. 1.2 - .7 =-.

A. 1.5
B. .05
C .5
D. 5

Notes
Provide paper for answers and
computing.

Answers to practice exercise.

1. C
2. D
3. C
4. B
5. A
6. A
7. D
8. A
9. D

10. C
11. I,
12. B
13. A
14. D
15. D
16. B
17. C
18. B
19. C
20. A

21. B
22. B
23. C
24. D
25. A
26. C
27. D
28. A
29. C
30. B
31. C
32. D
33. D
34. B
35. A
36. B
37. A
38. A
39. C
40. D

0 1919 Los Angeles Unified School District 4
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A. .23
B. 5.45
C. 5.55
D. 6.55

5. Find the difference between 8.00 and 7.53.

A. .47
B. .53
C. 1.47
D. 1.53

6. 51.45 - 9.7 =

A. 41.75
B. 42.75
C. 43.05
D. 50.48

7. 7.10
.:-- 11.§...

A. 4.54
B. 3.64
C. 3.46
D. 2.54

8. 7.2 - 3.84 =

A. 3.36
B. 3.12
C. 3.44
D. 4.44

1989 Las Angelo Unified School District 5 TSD-3 0005 CO
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Duty: Decimal Ructions

Task: M-22 Subtract Decimals

Practice:
9. 47.803

28.211

A. 28.886
B. 18.996
C. 18.896
D. 18.886

10. $10 - $2.74 =

A. $8.26
B. $7.38
C. $7.26
D. $2.64

11. 4.2

A. 2.23
B. 1.23
C. 2..37
D. 1.37

12. 9.3 - .75 =

A. 1.8
B. 8.55
C. 8.65
D. 18

13. 16.2 - 4.8 =

A. 11.4
B. 12.4
C. 12.6
D. 21.0

Notes

Los Angeles School District
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Duty: Decimal Fractions

Task: M-22 Subtract Decimals

Practice:
14. 3.894

A. 1.592
B. 1.612
C. 2.518
D. 2.608

15. Subtract .35 from .5.

A. .85
B. .40
C. .30
D. .15

16. $57 - $2.34 =

A. $ 1.77
B. $54.66
C. $54.76
D. $55.34

17. Fmd the difference between .8 and .627.

A. .273
B. .227
C. .173
D. .127

18. 6 - .57

A. .51
B. 5.43
C. 5.57
D. 6.57

Notes

0 190 Les Angels Unified School District 7 TSD-3 0007 CO
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Duty: Decimal Fractions

Task: M-22 Subtract Decimals

Practice:
19. Subtract 0.7825 from 1.

A. .7824
B. .2185
C. .2175
D. 1.2175

10. Which of these numbers is .03 less than 6.548?

A. 6.518
B. 6.545
C. 6.551
D. 6.578

21. 6.7
- 2.4

A. 3.3
B. 4.3
C. 9.1
D. 12.3

22. 7.1

A. .02
B. 0.2
C. 1.8
D. 1.2

23. 8.5 - .3 =

A. 5.5
B. 7.2
C. 82
D. 8.3

Notes

1989 Los Awls. Wiled School District
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Duty: Decimal Facdons

Task: M-22 Subtract Decimals

,
S.

s's

Practice:
24. 12.01 - 9.82 =

A. 3.09
B. 3.19
C. 2.09
D. 2.19

25. What is the difference between 7.00 and 5.88?

A. 1.12
B. 2.12
C. 1.88
D. 2.88

26. 62.48 - 3.48 =

A. 65.96
B. 58.00
C. 59.00
D. 69.00

27. 14.20

A. 8.10
B. 9.10
C. 9.90
D. 8.90

28. 8 - 3.24 =

A. 4.76
B. 5.24
C. 3.16
D. 2.44

Notes

2014k

0 1989 La Anoka Unified School District
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Duty: Decimal Fracdons

Task: M-22 Subtract Decimals
,1

i

1

.1

Practice: Notes
i 29. 61.693
1 - 3.962

1

A. 58.331
B. 58.731
C. 57.731
D. 62.331

30. $11 - $7.85 =

A. $4.R.5
B. $3.15
C. $4.15
D. $6.74

31. 3.3
- 2.21

A. .99
B. .91
C. 1.09
D. 1.11

32. 13.4 - .125 =

A. 12.275
B. 12.225
C. 13.325
D. 13.275

0 1989 Las Anodes Unified School District 10
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Duty: Aecima.

Task: M-22 Subtract Decimals

33. 27.0 - .0037 =

A. 27.0037
B. 26.0037
C. 26.0963
D. 26.9963

34. 5.832

A. 1.832
B. 1.830
C. 1.834
D. 9.834

Pract!ce:

35. Subtract .730 from .88.

A. .15
B. .642
C. .050
D. 1.50

36. $100 - $.99 =

A. $ .01
B. $99.01
C. $ 1.00
D. $99.99

Notes

0 19119 Lee Mgeke Unified School District 11 TSD-3 0011 CO
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Duty: Decimal Fractions

Task: 14-22 Subtract Decimals

Practice
37. Find the difference between 4.14 and 10.006.

A. 5.866
B. 5.92
C. 9.92
D. 4.866

38. 3 - .69 =

A. 2.31
B. 2.69
C. 2.41
D. 3.41

39. Subtract .0234 from 1.

A. 1.9766
B. 1.0234
C. .9766
D. .0233

40. Which of the numbers is equal to .01 Ims than 2.222?

A. 2.122
B. 2.221
C. 1.222
D. 2.212

Notes

0 1919 Los Awls, Unified School District 12
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Duty: Decimal Fractions [

Task: M-22 Subtract Decimals

Post-Test
1. 7.853

L101

A. 5.411
B. 5.492
C. 4.392
D. 5.392

2. 51.45 - 9.7 x

A. 41.75
B. 42.75
C. 43.05
D. 50.48

3. Find the difference between .8 and .627.

A. .237
B. .227
C. .173
D. .127

0 1919 La Amok* Unified School District

Notes
Answers:

1. D
2. A
3. C
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Duty: Decimal Fractions

Task: M-23 Mtetiply_Decimals

1. 8.2
x 7

A. 5.74
B. 55.4
C. 57.4
D. 574

2. .7 x 1.4 =

A. .081
B. .98
C. 81
D. 98

Pre-Test

3. Find the product of .86 and .47.

A. 4022
B. .4042
C. 40.22
D. 40.42

Notes
Answers:

1. C
2. B
3. B

O 1989 Los Andes Unified School District I TSD-3 0001 CO
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Duty: Decimal Fractions

Task: M-23 Muhiuly Decimals

What: (Performance Objective)
You will multiply decimals.

When: (criteria)
You will be able to multiply decimals correctly when you

can answer 2 of the 3 questions on the post-test correctly.

Why:
It is important to be able to multiply decimals to

avoid errors when multiplying the number of the
same orders on a guest check by the cost and

Notes

performing other customer service activities.

1989 Los Amiss Unified School District 2 TSD-3 0002 CO
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Duty: Decimal Fractions

Task: M-23 Multiply Decimals

Notes
1. Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
multiplying decimals.

4. Allow students to complete
the practice exercises.

5. Comet practice exercises
with student.

6. If possible, give additional
problems for examples of the
.perfonnance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

1

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Take part in the discussion led by your instructor.

4. Do the practice exercise,

5. Pass the post-test.

0 1989 Los Angeles Unified School District
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Duty: Decimal Ructions

Task: M-23 Mu Wyly Decimals

Practice:
Complete the practice exeivise.

DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper.

The purpose of this practice is to help you
multiply decimals.

Read each question. Then read all four of
the choices listed. Select the ONE choice
which best answers the quest=1 or com-
pletes the senwnce. Mark this choice on the
answer sheet provided by your instructor.

1..6 x.8=

A. .14
B. .48
C. 1.4
D. 6.4

2. 8.2

A. 5.74
B. 55.4
C. 57.4
D. 574

Notes
Provide paper for answers and
computing.

Answers to pracdce exercise.

1. B 21. A
2. C 22. A
3. B 23. B
4. B 24. C
5. C 25. A
6. C 26. D
7. D 27. D
8. C 28. B
9. A 29. D

10. D 30. B
11. B 31. C
12. A 32. C
13. C 33. B
14. B 34. A
15. D 35. D
16. A 36. C
17. D 37. A
18. A 38. B
19. A 39. D
20. D 40. C

A. .081
B. .98
C. 81
D. 98

1919 Los Angeles Unified School Die
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Duty: Decimal Fractions

Task: M-23 Mail Decimals

MM.

Practice:
4. 1.3 x .52 =

A. .0676
B. .676
C. .776
D. 67.6

5. 72
LA
A. .2736
B. .2838
C. 27.36
D. 28.36

6. 52.5
A.....3.3_

A. .17325
B. 1.7325
C. 17.325
D. 173.25

7. 4.693
.11.._02

A. 328.51
B. 32.851
C. 3.2851
D. .32851

8. 16.34
x 27

Notes

A. 4.41
B. 114.38
C. 441.18
D. 4411.80

0 1989 Las Angelo Unified School District 5
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Duty: Decimal Fnictions

Task: NI-23

Practice:
9. 0.52 x 1,000 =

A. 520
B. 5,200
C. 520,000
D. 5.2

10. 2.12
x 3.6

A. 7.732
B. 6.642
C. 6.632
D. 7.632

11. 73.6 x .001 =

A. .00736
B. .0736
C. .736
D. .73

12. .0073
LAM.

A. .0000657
B. .000657
C. .00657
D. .0657

13..0017 40=

A. .0078
B. .078
C. .068
D. .0068

11=me

Notes

0 1989 Los Angeles Unified School District 6
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Duty: Decimal Fracdons

Task: M-23 Multiply Decimals
s

Practice:
14. Find the product of .86 and .47.

A. 4022
B. .4042
C. 40.22
D. 40.42

15. Multiply 4.2 by 8.37 and round to the nearest 1.

A. 350
B. 35.154
C. 33
D. 35

16. Round to the nearest cent: $14.05 x 6.7

A. $ 94.14
B. $ 94.13
C. $104.14
D. $941.35

17. 4.2 x .07 x 1.6 =

A. 4.704
B. .1764
C. .294
D. .4704

18. Multiply 8.3 by 19.4 and round to the nearest tenth.

A. 161.0
B. 161.02
C. 161.1
D. 161.2

Notes

.

1111111M...-.
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Duty: Decimal Fracdons

Task: M-23 Mainly Decimals

Practice: Notes
19. 3.268

x .7

A. 2.2876
B. 22.376
C. 22.866
D. 22.876

20. .3 x .4 x .6 =

A. 1.2
B. .72
C. .018
D. .072

21. .7 x .9 =

A. .63
B. 6.3
C. 1.6
D. .72

22. 1.1
x .7

A. .77
B. 7.7

.

C. 1.4
D. 1.8

23. 1.4 x .2 =

A. 2.8
B. .28 .

C. 1.6
.

D. 1.8

0 1989 Los Angeles Unified School District
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Duty.
)

. Decimal Fractions_

Task: M-23 Multiply Decimals

Practice: Notes
24. 1.2 x .53 =

A. .096
B. 6.36
C. .636
D. 1.73

25. 54
x .42

A. 22.68
B. 32.40
C. .2268
D. 96.00

26. 46.3
.s.....411

A. 45.9
B. 50.3
C. 185.20
D. 18.52

27. t15.708
x .01

A. 115.708
B. 1.15709
C. 11.5708
D. 1.15708

28. $10.16
x 4

A. $4.64
B. $40.64
C. $42.64
D. $50.64

.

0 1989 Las Angeles Unified School District
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Duty: Decimal Fractions

Task: M-23 Multivlv Decimals

Practice:
29. 0.05 x 1,000 =

A. 5
B. 500
C. .5
D. 50

30. 50.16
s_4.4._

A. 225.104
B. 220.704
C. 2251.04
D. 2207.04

31. 67.2 x .001 =

A. 6.72
B. .672
C. .0672
D. .00672

32. .0051
x .03

Notes

A. .00153
B. .00453
C. .000153
D. .000453

0 1989 Los Anieles Unified School District 10
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Duty: Decimal Fractions

Task: M-23 Multi l Decimals

s.ss4

Practice:
33. .00064 x 1,000 =

A. .0064
B. .64
C. 64
D. 64,000

34. Find the product of .61 and .49.

A. .2989
B. .3079
C. 29.89
D. 30.79

35. Multiply 5.1 by 8.3 and round off to the nearest one.

A. 4
B. 423
C. 40
P. 42

36. 1.7 x .9x 2.2 =

A. 1.53
B. 3.564
C. 3.2,66
D. 33.66

Notes

0 1989 Lee Mid* Unified School Dis 11
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Duty: Decimal Fractions

Task: M-23 Multi* Decimals

I

I37.
1

I

Practice
Multiply 56.2 by .3 and round to the nearest tenth.

A. 16.9
B. 17.0
C. 16.86
D. 168.6

38. Multiply 11.16 x 7 and round to the nearest ten.

A. 10
B. 80
C. 90
D. 780

39. 18.045
_L...26..

A. .3607
B. 3.607
C. .3609
D. 3.609

40. .2 x .5 x .8 =

A. .056
B. .090
C. .08
D. .8

Notes

0 1989 Los Angeles Unified School District 12
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Duty: Decimal Fractions

Task: M-23 Multiply Decimals

Post-Test
1. 8.2

x 7

A. 5.74
B. 55.4
C. 57.4
D. 574

2. .7 x 1.4 =

A. .081
B. .98
C. 81
D. 98

3. Find the product of .86 and .47.

A. 4022
C. .4042
B. 40.22
D. 40.42

Notes
Answers:

1. C
2. B
3. B

0 1989 Los Myles Unified School District 13
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Duty: Percents

§
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so

Task:JA:Missunisyntasimm*

Pre-Test

1. 10% =

A. .1
B. .01
C. .05
D. .2

2. What is 3/5 as a percent?

A. 35%
B. 60%
C. 6%
D. 166 2/3%

3. 1.5 is the same as:

A. 15%
B. 105%
C. 150%
D. 1 1/2%

Answers:

1. A

2. B

3. C

Notes

1909 1.os Anodes Unified School District

NIONINIM
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Duty: Percents

Task: M-30 Read and Write Percents

What: (Performance Objective)

You will read and write percents.

When: (Criteria)

You will be able to read and write percents correctly
when you can answer 2 of the 3 questions on the
post-test correctly.

Why:

It is important to be able to read and write percents to
avoid errors when dealing with guest checks and
performing other customer service acevities.

Notes

b 1909 Los Angeles Unified School District TSD-2 0031 CC
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Instruction:

I . Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
reading and writing percents.

4. Allow students to complete
the practice exercises.

5. Corm practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student
can answer 2 of 3 questions
on the post-test comedy.

0 1919 La Angela Unified SchoI DistAct TSD-2 0051 CO
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Duty:

%

Task: M-30 Read and Write Percents

Practice:
Complete the practice exercise.

READ AND WRITE PERCENTS

Directions: If you need scrap paper, ask your
instructor for a blank piece cl paper.

The purpose of this practice is to help you
read and write percent&

Read each question. Then read all four of the
choices listed. Select the ONE choice which
best answers the question or completes the
sentence. Mark this choice on the answer
sheet provided by your instructor.

1. 10% =

A. .1
B. .01
C. .05
D. .2

2. What is 3/5 as a percent?

A. 35%
B. 60%
C. 6%
D. 166 2/3%

3. 3/4 is the same as what percent?

A. 34%
B. 7.5%
C. 75%
D. 133%

4. .18 is mite same as

A. 18/100
B. 9/50
C. 8 hundreds
D. 3/12

Notes

Provide paper for
and computing.

Answers to practice

1. A 21. A
2. B 22. C
3. C 23. B
4. D 24. C
5. D 25. D
6. B 26. D
7. C 27. A
8. C 28. A
9. A 29. D

10. A 30. C
11. D 31. C
12. C 32. C
13. D 33. B
14. A 34. A
15. D 35. D
16. B 36. D
17. D 37. B
18. B 38. A
19. B 39. B
20. A 40. C

answers

exercise.

b 919 La Anples Unified School District TSD-2 002 CO



Practice:

5. 80% =

A. 5/6 B. 3/4 C. 5/10 D. 4/5

Notes

6. What fraction and what percent of the figure has been shaded?

A. 1/4 = 40%

B. 1/4 = 25%

7. 56% =

A. 29/50 B. 7/25

C. 2/5 = 25%

D. 1/3 = 33 1/3%

C. 14125 D. 14/50

8. What percent of the figure is shaded?

A. 12 B. 25 C. 48 D. 52

9: Write 93% as a decimal.

A. .93 B. .093 C. 9.3 D. .93%

418 1989 Lae Angeles Unified School District 5 TSD-2 0053 CO
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Practice:

10. Change 7/12 to a %.

A. 58 1/3%
B. 59 5/12%
C. 17 1P%
D. 61 2/3%

11. What is the decimal and reduced fraction for 68%?

A. .068, 17/25
B. .068, 68/100
C. .68, 68/100
D. .68, 17/25

12. 1.5 is the same as

A. 15%
B. 105%
C. 150%
D. 1 1/2%

13. Which of the following is not the same as the shaded figure?

A. 70%
B. .7
C. 7 tenths
D. 7%

14. How would you write 8.5% as a decimal?

A. .085
B. .0085
C. .85
D. 8.5

Notes

0 1989 Los Angeles Unified School District 6 TSD-211^34 CO
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Practice:

15. Which numeral below is nearest in value to 78%?

A. 2/3
B. 7/8
C. 7/10
D. 8/10

16. What is 83 1/3% as a reduced fraction?

A. 250/3
B. 5/6
C. 2/3
D. 7/8

17. Write 4.65 as a percent.

A. .465%
B. 4.65%
C. 46.5%
D. 465%

18. What is 7 la% as a decimal??

A. 7.5
B. .075
C. .750
D. 7 112

19. Which of the following is the same as 137 112%?

A. .1375
B. 1 3/8
C. 13.75
D. 137.5

20. Which numeral below is not equivalent to 1/4?

A. .14
B. .25
C. 25%
D. 3/12

otes

0 1989 Los Angeles Unified School District
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21. 5% =

A. .05
B. .5
C. .1
D. .005

22. What is 2/5 as a decimal?

A. .2
8 .25
C. .4
D. .6

23. 1/4 is the same as what percent?

A. 75%
B. 25%
C. 40%
D. 14%

24. /3 is iigi the same as

A. 23%
B. 23/100
C. 23/1000
D. twenty three hundredths

0 1989 Los Angeles Unified School District 8 TSD-2 0056 CO
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Duty: Percents

Task: M-30 Read andWrite Percents

_ _ _

Practice:

28. What percent of the figure is shaded? Round your answer to
the nearest ten percent.

A. 30%
B. 40%
C. 50%
D. 60%

29. Write 99% as a decimal.

A. 9
B. 9.9
C. 99.

D. .99

30. Change 13/15 to a percent.

A. 11 7/13%

B. 80 2/3%
C. 86 2/3 %
D. i15 5/13%

Notes

.

0 1989 Los Angeles Unified School District 10 TSD-2 0058 CO



Practice:

31. What is the reduced fraction for 70%?

A. 1/7
B. 7/100
C. 7/10
D. 70/10

32. 3.4 is the same as:

A. 300 2/4%
B. 3 2/5%
C. 340%
D. 34.0%

33. How much of the figure has been shaded?

A. .3
B. 25%
C. 3.0
D. 30%

Notes

0 19E9 Los Amain Unified School District 11 TSD-2 0059 CO
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Duty: Percents-

,

Task:_hiSLIkulsaiEnracratati______

Practice:

34. How would you write 141.3% as a decimal?

A. 1.413
B. 14.130
C. 141.30
D. .14: 3

35. Which fraction below is nearest in value to 35%?

A. 1/2
B. 1/4
C. 4/10
D. 1f3

36. What is 333 1/3% as a ruluced fraction?

A. 333 1/3
B. 300 1/3
C. 3/10
D. 3 1/3

otes

0 1989 Los Mettles Unified School District 12 TSD-2 0060 CO
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Duty: Percents

1. 10% x.

A. .1
B. .01
C. .05
D. .2

Task: jgaD Read and Write Percents

Post-Test

2. What is 3/5 as a percent?

A. 35%
B. 60%
C. 6%
D. 166 2/3%

3. 1.5 is the same as:

A. 15%
B. 105%
C. 150%
D. 1 1/2%

Answers:

1. A

2. B

3. C

Notes

0 1989 Los Anples Unified School District 14 TSD-2 0062 CO
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Duty: Parents

Tax, Commission, InterestTask: M-36 Comvute Discounts, Markup,

Pre-Test
1. 4% of $100.00 =

A. $.004
B. $.04
C. $.40
D. $4.00

2. $.09 of 5% of what amount?

A. $1.80
B. $ .18
C. $4.50
D. $ .45

3. John has lunch at a restaurant. His bill totals
$4.25. He wants to leave about 15% of that
amount as a tip. How much money should
he leave for the tip?

A. $ .30
B. $2.80
C. $1.00
D. $ .65

Notes
Answers:

1. D
2. A
3. D

0 1989 Los Angeles Unified School District TSD.3 0001 CO
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Duty: %cents

Tax, Commission, InterestTask: M-36 Compute Discounts, Markup,

NotesWhat: (Performance Objective)
You will compute discounts, markup, tax,

commission, interest.

When: (Criteria)
You will be able to compute discounts, markup, tax,

commission, and interest correctly when you can answer
2 of the 3 questions on the pnst-test correctly.

Why:
It is important to be able to compute discounts, markup,

tax, commission, and interest correctly to avoid errors
when adding a guest check, computing your earninngs
and performing other customer service activities.

0 1989 Las Anodes Unified School District 2
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Duty: Percents

Task: ute Discounts Markup, Tax Commission Interest

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Listen to the discussion by your instmctor.

4. Do the practice exercise.

5. Pass the post-test.

Notes
1. Give the pre-test.

2. Have class/person read the
perfbnnance objective page.

3. Provide for a discussion on
computing discounts, markup
tax, commission, and interest.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

0 1989 Los Angeles Unified School District TSD-3 0003 CO
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Duty: Percents

Tax, Commission, InterestTask: M-36 Comnute Discounts, Markup,

Practice:
Complete the practice exercise.

DIRECTIONS: If you need scrap paper, ask your instmctor
for a blank piece of paper.

The purpose of this practice is to help you
compute discounts, markup, tax, com-
mission, and interest.

Read each question. Then read all four of
the choices listed. Select the Dbachoice
which best answers the question or com-
pletes the senzince. Mark this choice on the
answer sheet provided by your instructor.

1. 4% of $100.00 =

A. $ .004
B. $ .04
C. $ .40
D. $4.00

2. What is 85% of $600?

A. $501
B. $510
C. $5,100
D. $51,000

3. 5% of $6.00 =

A. $ .03
B. $ .30
C. $3.00
D. 3.30

Notes
Provide paper for answers and
computing. .

Answers to practice exercise.

1. D 16. C
2. B 17. A
3. B 18. B
4. D 19. A
5. B 20. C
6. A 21. C
7. D 22. A
8. C 23. A
9. C 24. C

10. D 25. A
11. D 26. A
12.. A 27. B
13. D 28. A
14. B 29. C
15. C 30. D

4
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Duty: Percents
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. :

Task: M-36 Compute Discounts, Maxim!). Tax, Commission, Interest

Practice:
4. Fmd .1% of $2,000?

A. $10
B. $200
C $ 20
D. $ 2

5. What is 4 1/2% of $20.00?

A. $ .85
B. $ .90
C. $8.50
D. $9.00

6. What is 33 1/3% of $48.?

A. $16
B. $18
C. $20
D. $24

7. Find 45% of $83.75 to the nearest cent.

A. $ 3.77
B. $37.6875
C. $38.00
D. $37.69

8. What is 1/2% of $83.75 to the nearest cent?

A. $2500
B. $ 250
C. $ 25
D. $2.50

Notes

O 1989 Los Angeles Unified School District 5 TSD-3 0005 CO
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Duty: Percents

Task: Discounts, Markup. Tax Commission '1u:rest

Practice:
9. $360 less 25% is what amount?

A. $ 90
B. $240
C. $270
D. $335

10. How much is $54.70 increased by 8% to the nearest cent?

A. $59.80
B. $98.46
C. $43.76
D. $59.08

11. What is 100% of $275?

A. $ .275
B. $2.75
C. $27.50
D. $275

12. 2% of $100 =

A. $ .02

C. $ .002
D. $2.0

13. 50% of $100 =

A. $ .005
B. $ .05
C. $ 5.00
D. $50.00

Notes

0 1989 Lee &gobs Unified School Disnict TSD-3 0006 CO
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Duty: Pelrents

Task: M-36 Conmute Discounts, Markup, Tax, Commission, Interest

Practice:
14. 75% of $200 =

A. $ 75
B. $150
C. $ 15
D. $ .75

15. 5% of $9.00 =

A. $5.00
B. $ .50
C. $ .45
D. $ .05

16. What is 5 1/2% of $50?

A. $ 5.50
B. $10.10
C. $ 2.75
D. $27.50

17. Find 45% of $45.50 to the nearest cent.

A. 20.48
B. 20.40
C. 20.00
D. 22.75

18. $100.00 increased by 8% is

A. $100.80
B. $108.80
C. $100.08
D. $180.00

Notes
A

0 1989 Los Awls Unified School District 7 TSDa 0007 CO
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Task: M-36 Compute Discounts, Markup, Tax, Commission, Interest

Practice:
19. If a $3.60 Item sells for $2.80, what is the

parent decrease?

A. 22 2/9% -

B. 28 4/7%
C. 77 7/9%
D. 128 417%

20. To the nearest percent, $50 is what % of $475?

A. 5%
B. 9%
C. 11%
D. 15%

21. $50 is 10% of what amount?

A. $ 5.00
B. $ 20.00
C $500.00
D. $550.00

22. $.09 is 5% of what amount?

A. $1.80
B. $ .18
C. $4.50
D. $ .45

23. $7,680 is 12.8% of what number?

A. $60,000.
B. $ 9,830.40
C. $ 6,000.
D. $98,304

Notes

0 1989 Los Anodes Unified School District 8 r TSD-3 0008 CO



Duty: Percents

Task: M-36 Compute Discounts, Markup, Tax, Commission, Interest

Practice:
24. $471.24 is 15.4% of what number?

A. $ :06
B. $ 725.71
C. $3,060
D. $7,257.10

25. $74 is 10% of what number?

A. $740
B. $74
C. $7.40
D. $.74

26. $71 is 25% of what amount?

A. $284
B. $17.75
C. $28.40
D. $177.50

27. $1.86 is 6% of what amount?

A. $ 3.10
B. $31.00
C. $36.00
D. $ .32

Notes

0 1909 La Angeles Unified School District 9 TSD-3 0009 CO
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t Duty: Percents

Tax. Commission. Interest

$,

Task: M-36 Comoute Discounts. Markup,
1

i Practice:
28. Find the total cost of a dinner costing $12.99, if

the sales tax is 6%.

A. $13.77
B. $12.21
C. $20.78
D. $13.76

29. Jenny Wu and her family are eating dinner at a
restaurant. The total bill for the dinner comes to
$28.86. If Jenny wants to give the waiter a 15%
tip, how much money would she leave for a tip?

A. $2.89
B. $3.45
C. $4.33
D. $ .42

30. Margie has lunch at thea Drop-In Cafe. Her bill
totals $4.25. She wants to leave about 15% of that
amount as a tip. How much money should she
leave for the tip?

A. $ .30
B. $2.80
C. $1.00
D. $ .64

Notes

.
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Duty: Percents

Task: fv1-36 Comvute Discon Commission Interest

Post-Test
1. 4% of 100 .

A. .004
B. .04
C. .40
D. 4.0

Notes
Answers:

2. $.09 is 5% of what amount?

A. $1.80
B. $ .18
C. $4.50
D. $ .45

3. John has lunch at a restaurant. His bill totals $4.25.
He wants to leave about 15% of that amount as a tip.
How much money should he leave for the tip?

A. $ .30
C. $2.80
B. $1.00
D. $ .64

0 1989 Us Angeles Unifisd School District 11
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Duty: Calculator Concents

Task: M-71 Use Calculator Ovemtions

Pre-Test
1. Subtract 127 from 512.

A. 385
B. 639
C. 295
D. none of the cbove

2. Multiply 18 times 19 times 4.

A. 342
B. 1,368
C. 85.5
D. none of the above

3. 887 4 17740 =

A. 16,853
B. 0.05
C. 20
D. none of the above

Notes
Answers:

1. A
2. B
3. C

0 989 Los Angeles Unified School District
ell Er 0.7al I

TSD-3 0001 CO



Duty: Calculator Concepts

Task: M-71 Use Calculator Operations

What: (Performance Objective)
You ifill use calculator operations.

When: (Criteria)
You will be able to 11:4 calculator operations when you

can u:,:e a calculator to answer '). of the 3 questions on the
post-test correctly.

Why:
It is important to be able to use calculator operations to

solve problems more quickly and accurately.

Notes

0 1989 Los Amidst Unified School District 2 TSD-3
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Duty: Calculator Concepts ,

Task: wn Use C:aQiaaw2aLulatcr

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Participate in the discussion led by your instructor.

4. Do the practice exercise,

5. Pass the post test.

Notes
1. Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
using calculator operations.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

0 1989 Los Angeles Unified School District 3 TSD-3 0003 CO
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Practice:
Complete the practice exercise.

DIRECTIONS: The purpose of this practice is to help you
use an electronic calculator.

Use a calculator to find the answers to the
following problems. When the correct
answer does not appear in A, B, or C,
choose 'D. none of the above."

For each problem mark your choice on the
answa sheet provided by your instructor.

Use the calculator to woik each problem.
YOU WILL NOT BE GIVEN SCRAP
PAPER FOR THIS TEST.

1. Add 2 plus 9 plus 3.

A. 4
B. 10
C. 15
D. none of the above

2. Subtract 127 from 512.

A. 385
B. 639
C. 295
D. none of the above

3. Multiply 18 times 19 times 4.

A. 342
B. 1,368
C. 85.5
D. none of the above

4. Divide 1,345 by 269.

A. 1,076
B. 20
C. 5
D. none of the above

Notes
Provide paper for answers and a
calculator.

Answers to practice exercise.

I . D
2. A
3. B
4. C
5. A
6. A
7. D
8. C
9. A

10. B
11. C
12.. A
13. D
14. B
15. C
16. B
17. C
18. B
19. D
20. B

21. D
22. B
23. A
24. C
25. A
26. D
27. C
28. D
29. A
30. B
31. D
32. C
33. D
34. B
35. C
36. B
37. D
38. C
39. A
40. B

0 1989 Los Angeles Unified School District 4 TSD-3 0004 CO
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Duty: Calculator Concepts

Task: M-71 Use Calculator Overations

Practice:
5_ Add the following numbers.

1,118
47

1,547
652

+ 6

A. 3,370
B. 3,364
C. 707.665
D. none of the above

6. What is the difference between 73,344 and 93,257?

A. 14,913
B. 14,824
C. 5,913
D. none of the above

7. 444 x 9,367 =

A. 4,158,938
B. 9,811
C. 4,162,944
D. none of the above

8. 887 TWAT =

A. 16,853
B. 0.05
C. 20
D. none of the above

9. 9+ 382 -24 =

A. 367
B. 397
C. 340
D. none of the above

0 1919 LAI Angela Unified School District

Notes
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Duty: Calculator Concepts

Task: M-71 Use Calculator Operations

Practice:
10. 16,542 - 8,875 - 411 =

A. 8,078
B. 7,256
C. 25,006
D. none of the above

11. 120,000 multiplied by 43 =

A. 4,290,000
B. 516,000
C. 5,160,000
D. none of the above

12. 10,000 divided by .004 equals

A. 2,500,000
B. 250,000
C. 400,000
D. none of the above

13. Add 10,427.2 plus 1,200 plus 1,200.

A. 533.6272
B. 10,949.2
C. 9,749.2
D. none of the above

14. 1,299 - 4.5 - 322 =

A. 1,625.5
B. 972.5
C. 932
D. none of the above

15. Multiply 1,509 by 277.

A. 4,155
B. 415,550
C. 417,933
D. none of the above

Notes

0 1989 Los Angeles Unified School District 6
1 62
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Duty: Calculatcr Concepts

Task: M-71 Use Calculator Operations

Practice: Notes
16. 41,472 + 144 =

A. 306.75
B. 288
C. 41,328
D. none of the above

17. 89,456,123 - 23,654,987 + 32,795,681 - 31,642,987 =

A. 43,298,843
B. 64,648,442
C. 66,953,830
D. none of the above

18. 1,476,320 x 7.25 + 0.4 =

A. 25,643,200
B. 26,758,300

.

C. 8,145,312.7
D. none of the above

19. Add the following numbers.

.10
12.79
4.53

.79
3.99
1.29 .

+ 2.63

A. 26.02
B. 25.02
C. 21.49
D. none of the above

20. 22,192 16,748,264

A. .754698
B. 754.698
C 87230.54
D. 761.28

7

3 3
TSD-3 0007 CO
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Duty: Percents

Tax, Commission, Interest
3

Task: M-36 Compute Discounts, Markup,

Post-Test
1. 4% of 100 =

A. .004
B. .04
C. .40
D. 4.0

2. $.09 Ls 5% of what amount?

A. $1.80
B. $ .18
C. $4.50
D. $ .45

3. John has lunch at a restaurant His bill totals $4.25.
He wants to leave about 15% of that amount as a tip.
How much money should he leave for the tip?

A. $ .30
C. $2.80
B. $1.00

.

D. $ .64

Notes
Answers:

1. D
2. A
3. D .

1989 Las Ansoloo Umfied School Daunt
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Duty: Calculator Concepts

Task: M.71 Use calculator Operations

1
Pre-Test

1. Subtract 127 from 512.

A. 385
B. 639
C. 295
D. none of the above

2. Multiply 18 times 19 times 4.

A. 342
B. 1,368
C. 85.5
D. none of the above

3. 8?" 4-17,74-0 =

A. 16,853
B. 0.05
C. 20 .

D. none of the above

Notes
Answers:

1. A
2. B
3. C

0 19E9 Las Angeles Unified School District
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Duty: Calculator Conceas

Task: M-71 Use Calculator Operations

What: (Performance Objective)
You will use calculator operations.

When: (Criteria)
You will be able to use calculator operations when you

can use a calculator to answer 2 of the 3 questions on the
post-test correctly.

Why:
It is important to be able to use calculator operations to

solve problems more quickly and accurately.

Notes

...--
2

366
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Duty: Calculator Concepts

Task: M-71 Use Calculator Operations

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Participate in the discussion led by your instructor..

4. Do the practice exercise,

5. Pass the post test.

Notes
1. Give the pre-test.

2. Have class/person read the
performance objective page.

.

3. Provide for a discussion on
using calc-elator operations.

4. Allow smdents to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problr.ns for examples of the
performance task to which
this module is attached

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

0 1989 Las Angeles Unified School District 3 TSD-3 0003 CO
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Duty: Calculator Concepts

Task: M-71 Use Calculator Operations

Notes
Provide paper for answers and a
calculator.

Answers to practice exercise.

1. D 21. D
2. A 22. B
3. B 23. A
4. C 24. C
5. A 25. A
6. A 26. D
7. D 27. C
8. C 28. D
9. A 29. A

10. B 30. B
11. C 31. D
12. A 32. C
13. D 33. D
14. B 34. B
15. C 35. C
16. B 36. B
17. C 37. D
18. B 38. C
19. D 39. A
20. B 40. B

.

Practice:
Complete the practice exercise.

DIRECTIONS: The purpose of this practice is to help you
use an electronic calculator.

Use a calculator to find the answers to the
following problems. When the correct
answer does not appear in A, B, or C,
choose "D. none of the above."

For each problem mark your choice on the
answer sheet provided by your instructor.

Use the calculator to work each problem.
YOU WILL NOT BE GIVEN SCRAP
PAPER FOR THIS TEST.

1. Add 2 plus 9 plus 3.

A. 4
B. 10
C. 15
D. none of the above

2. Subtract 127 from 512.

A. 385
B. 639
C. 295
D. none of the above

3. Multiply 18 times 19 times 4.

A. 342
B. 1,368
C 85.5
D. none of the above

4. Divide 1,345 by 269.

A. 1,076
B. 20
C. 5
D. none of the above

0 1959 Los Angeles Unified School Disoict 4
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Duty: calculator ConcePts

Task: M-71 Use Calculator Operations

I

Practice:
5. Add the folloiring numbers.

1,118
47

1,547
652

+ 6

Notes

.

.

A. 3,370
B. 3,364
C. 707.665
D. none of the above

6. What is the difference between 78,344 and 93,257?

A. 14,913
B. 14,824
C. 5,913
D. none of the above

7. 444 x 9,367 =

A. 4,158,938
B. 9,811
C. 4,162,944
D. none of the above

8. 887 3777-0 =

A. 16,853
B. 0.05
C. 20
D. none of the above

9. 9 + 382 - 24 =

A. 367
B. 397
C. 349
D. none of the above

0 1989 Los Anieles Unified School District 5 nrn TSD-3 0005 CO
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Duty: Calculator Concents

Task: Use Calculaterations.M-71

NotesPractice:
10. 16,542 - 8,875 - 411 =

A. 8,078
B. 7,256
C. 25,006
D. none of the above

11. 120,000multiplied by 43 =

A. 4,290,000
B. 516,000
C. 5,160,000
D. none of the above

12. 10,000 divided by .004 equals

A. 2,500,000
B. 250,000
C. 400,000
D. none of the above

13. Add 10,427.2 plus 1,200 plus 1,200.

A. 533.6272
B. 10,949.2
C. 9,749.2
D. none of the above

14. 1,299 - 4.5 - 322 =

A. 1,625.5
B. 972.5
C. 932
D. none of the above

15. Multiply 1,509 by 277.

A. 4,155
B. 415,550
C. 417,933
D. none of the above

0 1989 Los Ameba Unified School District 6
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Task: M-71 Use Calculator Otions

Practice: Notes
16. 41,472 I. 144 =

A. 306.75
B. 288
C. 41,328
D. none of Pt above

17. 89,45E,123 - 23,654,987 + S2,795,681 31,642,987 =

A. 43,298,843
B. 64,648,442
C. 66,953,830
D. none of the above

18. 1,476,320 x 7.25 + 0.4 =

A. 25,643,200
B. 26,758,300
C. 8,145,312.7
D. now of the above

19. Add the following numbers.

.10
12.79
4.53
.79

3.99
1.29
2.63

A. 26.02
B. 25.02
C. 21.49
D. none of the above

20. 22,192 16,748,264

A. .754698
B. 754.698
C. 87230.54
D. 761.28

0 1989 Los Angeles Unified School District

371
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Duty: calculatorConcepts

Task: M-71 Use Calculator Overations

Practice:
21. Add 3 plus 1 l plus 4.

A. 1J
B. 20
C. 3,114
D. none of the above

22. Subtract 238 from 652.

A. 890
B. 414
C. 238
D. none of the above

23. Multiply 24 times 41 times 2.

A. 1,968
B. 986
C. 67
D. none of the above

24. Divide 17,775 by 711

A. 0.025
B. 250.35
C. 25
D. none of the above

25. Add the following numbers.

2,242
433

27
244

+ 2

Notes

.

A. 2,948
B. 2,946
C. 2,921
D. none of the above

0 1989 Los Angeles Unified School District 8
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Duty: Calculator Concepts

Task: M-71 Use Calculator Operations

Practice:
26. What is the difference between 114,001 and 2,983?

A. 111,081
B. 111.018
C. 38.2
D. none of the above

27. 824 x 10,742 =

A. 8,764,108
B. 11,566
C. 8,851,408
D. none of the above

28. 654 JIT,717-4

A. 654
B. 20
C. 10
D. none of the above

29. 1 i + 427 - 101 =

A. 337
B. 315
C. 539
D. none of the above

30. 9,042 - 2,900 + 814 =

A. 6,128
B. 6,956
C. 12,756
D. none of the above

31. 1,243 multiplied by 57 =

A. 70,000
B. 124,357
C. 117,851
D. none of the above

Notes

0 1989 Los Aviles Unified School Disoict 9
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Duty: Calculator Cooceots

Task: M-71 Use Calculator Operations

Practice:
32. 21 divided by 10 =

A. 2
B. .476
C. 2.1
D. none of the above

33. Add 15,559 plus 27 minus 10,660.

A. 4.926
B. 26,192
C. 4,872
D. none of the above

34. 21,490 - 115.05 + 32.5 =

A. 20,407.45
B. 21,407.45
C. 21,637.55
D. none of the above

35. Multiply 92 x 241 x 9

A. 922,419
B. 199,550
C. 199,548
D. none of the above

36. 741 T7T,M =

A. 669.864
B. 96
C. 2.01042
D. none of the above

37. 1,125,526 - 250,729.2 + 75,552 - 1001 =

A. 949,347.9
B. 1,301,704.2
C. 798,243.8
D. none of the above

Notes
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Duty: Calculator concelgs

Task: M-71 Use Calculator Operations

Practice:
38. 1000 + .002 =

A. 2
B. 500
C. 500,000
D. none of the above

39. Add:

2,340.00
22.50

27,900.20
175.00

+ 2 432.00

A. 32,869.70
B. 32,896.70
C. 32,879.60
D. none of the above

40. 187 37,913,421 =

A. .0000049
B. 202,745.56
C. .2027455
D. 37,913,234

0 1989 Los Angeles Unified School District

Notes



-
....tttr#,

,Y .4.,;.,

. .

Duty: Calculator Concepts

Task: M-71 Use Calculator Operations

Post-Test
1. Subtract 127 from 512.

A. 385
B. 639
C. 295
D. none of the above

2. Muldply 18 times 19 times 4.

A. 342
B. 1,368 ,
C. 85.5
D. none of the above

Notes
Answers:

1. A
2. B
3. C

F

3. 887 */ 1 7, -Tro =

A. 16,85'L
B. 0.05
C 20
D. none of the above

0 1989 Los Angeles Unified School District 12 TSD-3 0012 CO
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Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

Pre-Test

item Amount

Dinner 10.16
Beverage 2.45

Sub-total $14.46
5% Tax $ .68

Total $15.04

Notes
Answers:

1. B
2. A
3. B

0 1989 Los Missies Unified School District TSD-3 0001 CO



Duty: Calculato--
Task: M-73 Estimate to Determine if Solutions are Reasonable

2.

Pre-Test

uest "

AmountItem

1 La e Pizza
With Everything 9.90

4 Small Cokes 3.00

Sub-total $12.90
5% Tax $ 2.00

Total $14.0

A. Yes

B. No

0 1989 Los Angeles Unified School District 2

4.1 a

Notes

TSD-3 0001a CO



SAWING-4W
. ,

Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solud.ms are Reasonable

Pre-Test
3.

Notes

.

,

...
. .., v,-.....,....1.., .:,,.. ., .e. .,..,.,,

Item Amount

Chicken Dinner 6.35
Bar-B-Que Ribs 5.50
Salad 2.50
Cheese Appetizer 3.25
Beverage 3.00

,

Sub-total $20.60
5% Tax $ 1.03

Total $22.63

A. Yes

B. No

0 1989 Los Angola Unified School District 3

;a79
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Duty: Calculator Concepts

are ReasonableTask: M-73 Estimate to Determine if Solutions

What: (Performance Objective)
You will estimate to determine if solutions are reasonable.

When: (Criteria)
You will be able to estimate to determine if solutions are

reasonable when you can answer 2 of the 3 questions on the
post-test coffectly.

Why:
It is important to be able to estimate to determine if solutions

are reasonable to avoid obvious errors when handling money
and performing other customer service activities.

Notes

0 1989 Los Aqaba Unified School District 4
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Duty: Cidculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

Instruction:
1. Take the pre-test

2. Read the performance objective page.

3. Take part in the discussion led by your instructor.

4. Do the practice exercise.

5. Pass the post-test

Notes
1. Give the pre-test.

2. Have clam/person read the
performance objective page.

.3. Provide for a discussion on
estimating to determine if
solutions are reasonable.

4. Allow students to complete
the practice exercises.

5. Cofrect practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

-11, 1989 Los Angeles Unified School District

LIMMIIMMINIMl

TSD-3 0003 CO



Duty Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

Practice:
Complete the practice exercise.

EXERCISES: Examine each guest check If the check looks
accurate, select "A" for yes, If the check looks
in error, select "B" for no. REMEMBER!
This exercise is on estimating and you are not
to use calculators or pencil and paper.

Notes
Provide paper for answers.

Answers to practice exercise.

1. B
2. B
3. A
4. A
5. B
6. B
7. A
8. B
9. B

10. B
11. B
12. A
13. B
14. B
15. B
16. A
17. A
18. A
19. B
20. B

C 1989 Las Anse's: Unified School Disakt 6

2
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Duty: Calculatcc Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

Practice:
1.

Notes

uest
sak''"n4Zft:'s,s,4

Item Amount

Dinner 10.16
Beverage 2.45

Sub-total $14.46
5% Tax $ 58

Total $15.04

A. Yes

B. No

1989 Las Angeles Unified School District 7 TSD-3 0005 CO
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Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

Practice:
2.

Notes

,
, ,s,ss: ".. . ,,n,:, ,,es..-ss :. ,

Item Amount

1 Large Pizza
Wth Everything 9 90

4 Small Cokes 3.00

......

Sub-total $12.90
5% Tax $ 2 00

Total $14.90

A. Yes

B. No

0 1989 Los Angeles Unified School Disnict TSD-3 0306 CO
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Duty: Calculator Concerts

Task: M-73 Estimate to Determine if Solutions are Reasonable

Notes

.

Practice:
3.

,........,

Item Amount

Breakfast 2.75
Coffee 1.00
Oran e Juice 1.00

Sub-total $ 4.75
5% Tax $ .24

Total $ 4.99

A. Yes

B. No

0 1989 La Angles Unified School District 9
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4.1 4,.i ,'4 7! k4 \\.\\\t k.'"\*\ktkin'tTA,"\\, "" \ ,. N. \:, , . , ,t...,_
Duty: Calculator Concepts

if Solutions are ReasonableTask: M-73 Estimate to Determine

Notes
4.

Practice:

ss, ,,, --.\. ;;\:\tsk.:,- - % s%
\-ss,-..-:\ \k, , ....

's kt,'''.:4\ \.''t \\''';'s .t%

Item Amount

Filet Mignon 18.95
Pork Chops 13.75
Chefs Salad 4.95
Coffee 1.00
Tea 1.00

Sub-total $39.65
5% Tax $ 1.98

Total $41.63

A. Yes

B. No

.................---....--...
0 1989 Lae Angeles Unified School District 1



S. 5

"

.1)1k.31.
,

Task: M-73 Estimate to Determine if Solutions are Reasonable

S.

Practice:

uest ...,..,: %

Item Amount

Dinner for 2 19.95
2 Dinner Salads 4.90
Beverage 3.00

,

Sub-total $31.85
5% Tax $ 1.59

Total $33.04

A. Yes

B. No

Notes

0 1989 La Angola Unified School District TSD-3 0009 CO
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Duty: Calculator Concerts

Task: M-73 Estimate to Determine if Solutions am Reasonable

NotesPractice:
6.

s k

*a. .,,,,,Z,i` , ....... t.V

Item Amount

Breakfast Special 2.95
Ham & Eggs (Scrambled) 3.45
Coffee (2) 2.50

,41.

Sub-total $ 8.90
5% Tax $ .45

Total $12.35

A. Yes

B. No

. Ank. A. AMA,
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kkrat '1'WU

Duty: Calculator Concepts

Thsk: M-73 Estimate to Determine if Solutions are Reasonable

7.

alctice:

,,, ..... ,.., ,. V. ....:. ,k' , ' st... :::.: A:Ixs. .;

Item Amount

S . oda! 5.45
Hamburger and Fries 3.40
Chicken Salad 2.95
Tuna Sandwich (Grilled) 2.95 ,
4 Cokes 3.40.

1 .918.15S u bo -tTotal

Total $29.06

A. Yes

B. No

Notes

1989 La Angeles Unified School District TSD-3 0311 CO

77k..7



Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

8.

Practice:

..111

uatW 0

' 'As NW. <> ..:, 47 ,

Item Amount

Eggs, Toast, Bacon 3.45
Pancakes 3.25
Side (Sausage) 1.75
2 Coffee 2.00

,

Sub-total $ 8.45
5% Tax $ .42

Total $ 8.47

A. Yes

B. No

Notes

0 1989 lam Anseles Unified School District 14 TSD-3 0012 CO
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Duty: Calculator Concells

Task: 2±73 Estimate to Determine if Solutions are Reasonable

Practice:
9.

Notes

4...---------....---._...

s
,.,

v.... , ,

Item Amount

1 Large Pizza
Cheese and Sausage 7.35

1 Small Pizza
Special 5.35

4 Cokes 3.00

_-

Sub-total $15.70
5% Tax ! 1.70

Total $16.40

A. Yes

B. No

........................--- ...........-
0 1989 La Angola Unified School

3 91



AP 11.;; rsldmiioiIIwii,,
Duty: Calculator Concepts

Task: M-73 Estimate to Detamine if Solutions are Reasonable

10.

Practice:

- ###
ltem Amount

2 Sirloin Steaks
@ 10.95 10.95

2 Dinner Salads
@ 2.50 5.00

2 Coffee 2.00

Sub-total $17.95
5% Tax,$ .90

118.84I Total

A. Yes

B. No

Notes

0 1989 Los Angeles Unified School District 16 TS11.3 0014 CO

3 9 2
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,)% N

'Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

....a
Practice:

11.

Notes

, ......

,,.

item Amount

3 Hamburgers
@ 1.50 3.00

3 Fries @ .75 2.25
3 Cokes 0 1.00 3.00

Sub-total $ 8.25
5% Tax $ .41

Total $ 8.66

A. Yes

B. No

0 1989 Los Angeles Unified School Disvict 17 TSD-3 0015 CO
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at,','1,,St

Duty: Calculator Concepts

Task: M-73 Emma. te to Determine if Solutions are Reasonable

Notes

.
.

Practice:
12.

t

item Amount

4 Cheeseburgers
9 1.75 7.00

4 Fries 9 .75 3 00
4 Cokes 0 1.00 4.00

Sub-total $14.00
5% Tax $ 70

Total $14.70

A. Yes

B. No

0 1989 Les Awls. Unified SeMol District 18

0.,
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k, .., 4 ....3 .,s,,,, , s, \
% iL).. Ni cq ,..--sclk. N\' , - .., , *. ,

y,

Duty: Calculator Concerts

Task:, M-73 Estimate to Determine if Solutions are Reasonable

Practice:
13.

Notes

\ ft,'.. s , %

........,.. ,

Item Amount

1 Small Pizza
Special 4.85

2 Cokes 1 2.00

-.

.,

Sub-total $ 8.45
5% Tax $ .42

Total $ 8.87

. A. Yes

B. No

_ _....
0 1989 Los Angeles Unified School Dinsict
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Duty: calculatorConceats

Task: 3 Estimat_o Detminc if Solutions are Reasonable

14:

Practice:

'":"%*,.\ s,N, , \ No \
s..; \- \,., ." \\%,...

1
,,s,.. 's

k...`, :,,,*Vvi: \::: ,'..,,, i...,k,,'

Item Amount

__Egos and Bacon 2.75
Coffee 1.00

p.

Sub-total $ 4.75
5% Tax $ .24

Total $ 4.99

illikV111110111.0.

A. Yes

B. No

Notes

1989 Los Miele Unified School District 20
r1cpaJin

TSD-3 0918 CO
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:

6.00

3.40

$ 9.40
$ .47
$ 9.87

" tIk



*1 I

:

_

: 1.85
1.15

.01, I

I I $ 3.00
MEM
$ 3.15



....... \ ....::
%,\ \ 00 ss,s

..* ......z>,..

...,w . s.... ` s ....z Zt,,,* :;;;,,Z

w ikr ' O'
V. `,.., , ,

". s\-,s,`V ;',.

AmountItem

1 La .e Pizza 6.45
Mushrooms
Sau--..)

4 Cokes 4.00

Sub-total $10.45
5% Tax MEM

$10.97Total



Duty: Calculator Concerts

Task: M-73 Estimate to Determine if Solutions are Reasonable

18.

Practice:

Irl
ss, , - ' .',. :.; ,

Item

...; ' , ss

Amount

Pancakes 2.25
Waffles 2.25
Eggs Over Easy 1.50
3 Orders Bacon

0 1.25 3.75
Coffee (3) 3.00

Sub-total j$12.75
,

$ 645% Tax
Total $13.39

A. Yes

B. No

Notes

0 1919 Los Andes Unified School District
4,1, - TSD-3 0022 CO
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,ksU,`,N,,4.,,,iVas/, , '''' ''' \ \ \ \,s:is-\.. ,,,,,*
r----
t Duty: Calculator Concepts

Task: M-73 Estimate to Detamine if Solutions are Reasonable

Practice:
19.

Notes

.

's ..*''`',' ,,zs; ss, ''s. x"". svs's sZ \*. ,..Fs;s\

Item Amount

Chicken Dinner 6.35
Bar-B-Que Ribs 5.50
Salad 2.50
Cheese 1 zer 3.25
Severe. e 3.00

Sub-total $20.60
6% Tax $ 1.03

Total $22.63

A. Yes

B. No

_

0 1989 Lee Ameba Unified School District
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20.92
2.00
4.08

$15.75

19$9 lais ARIA. Undid School
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Duty: Calculator Coxs

Task: M-73 Estimate to Determine if Solutions are Reasonable

41M11/

1.

Post-Test

%. s*, i: .k's.k
.) *%, ,,,j

kfr,1 oTi A

Item

,
.:sk x,

Amount

Dinner 10.16
Beverage 2.45

Sub-total $14.46
5% Tax $ .58

Total $15.04

A. Yes

B. No

Notes
Answers:

1. B
2. A
3. B

0 1989 Los Amides Unified School District TSD-3 0025 CO
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, v, -,,,, , R ;;;,,, ,ittom ...f... , , ,,,,,, , s , , ,....,

Duty: Calculator Concepts

Task: M-73 Estimate te Detamme if Solutions are Reasonable

Post-Test
.

Notes

.

.4.

item Amount

1 Large Pizza
IWith Everything 9.90

4 Small Cokes 3.00

Sub-total $12.90
5% Tax $ 2.00

Total $14.90

A. Yes

B. No

0 1989 Los Angelo Unified School District 28
A r. A

TSD-3 0026 CO
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6.35
5.50
2.50
3.25
3.00

I I . I

1.03
622.63
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